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EDITOR'S    PREFACE. 


T^HE  object  of  the  series  of  handbooks  that  is  being  published 
under  heading  of  The  Accountants'  Library  is  to 
provide,  at  a  reasonable  price,  detailed  information  as  to  the 
raost  approved  methods  of  keeping  accounts  in  relation  to  all 
the  leading  classes  of  industry  whose  books  call  for  more  or  less 
specialised  treatment.  No  such  series  has  hitherto  been 
attempted ;  but  there  exist,  of  course,  numerous  separate  works 
dealing  with  the  accounts  of  one  particular  class  of  undertaking. 
These  separate  works  are,  however,  for  the  most  part  either  too 
expensive,  or  too  superficial  to  answer  the  purpose  that  is  par- 
ticularly aimed  at  by  The  Accountants'  Library,  which  is 
intended  to  supply  the  student  with  that  specialised  information 
which  he  may  require,  while  at  the  same  time  affording  lo  the 
trader,  banker,  or  manufacturer  who  is  not  in  a  position  to 
secure  the  fullest  information  for  his  purpose,  knowledge  which 
can  hardly  fail  to  be  of  the  very  greatest  assistance  to  him  in 
the  correct  keeping  of  his  accounts,  upon  a  system  specially 
adapted  to  his  requirements,  and  therefore  involving  a  minimum 
expenditure  of  labour.  It  is  expected  that  the  series  will  also 
be  found  of  material  assistance  to  bookkeepers  of  all  classes. 
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Without  aiming  at  giving  an  exhaustive  account  of  the 
manner  in  which  each  separate  business  is  conducted,  the 
technical  points  in  connection  with  each  industry  will  receive 
as  much  attention  as  is  necessary  in  order  fully  to  elucidate  the 
system  of  accounts  advocated,  while  each  volume  will  be  the 
work  of  one  who  has  made  that  particular  class  of  accounts 
more  or  less  a  speciality.  It  is  obvious,  however,  that  to  enable 
the  necessary  ground  to  be  covered  in  the  space  available,  it  is 
incumbent  to  assume  upon  the  part  of  the  reader  a  certain 
knowledge  of  general  bookkeeping.  The  extent  of  the  know- 
ledge assumed  will  vary  according  to  the  nature  of  the  class  of 
accounts  considered.  For  example,  in  the  volumes  on  "Bank 
Accounts  "  and  "  Shipping  Accounts,"  a  thorough  acquaintance 
with  ordinary  double-entry  bookkeeping  is  not  unnaturally 
assumed ;  but  in  the  case,  for  instance,  of  "  Auctioneers' 
Accounts,"  "Domestic  Tradesmen's  Accounts,"  and  other 
similar  volumes,  such  explanations  are  included  as  will  enable 
the  ordinarily  intelligent  reader  fully  to  grasp  the  methods 
described,  even  although  his  knowledge  of  bookkeeping  may  be 
of  an  elementary  description.  These  explanations  are,  doubt- 
less, superfluous  as  far  as  accountants  are  concerned,  but  are 
necessary  to  make  the  volumes  of  value  to  the  majority  of  those 
specially  engaged  in  these  particular  industries. 

To  subscribers  for  the  whole  series  it  may  be  added  that, 
when  completed,  it  will  form  a  most  valuable  and  practically 
complete  library,  dealing,  at  the  hands  of  specialists,  with  prac- 
tically every  class  of  accounts,  and  illustrating  the  application 


of  the  theory  of  double-entry  as  described  in  general  works  on 
bookkeeping. 

The  first  series  (of  twenty  volumes)  has  already  been  com- 
pleted, and  particulars  of  the  subjects  dealt  with  will  be  found 
on  p.  i.  A  second  series  (which  will  comprise  about  thirty 
more  volumes)  is  now  in  progress,  which  when  issued  will 
complete  the  scheme.  Many  of  these  have  already  been 
arranged  for,  but  the  Editor  will  be  glad  to  receive  suggestions 
and  offers  from  accountants  of  experience  for  the  undertaking 
of  volumes  not  yet  announced. 

34  Moorgate  Street, 

London,  E.G. 

June  1903. 
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II 


The  task  of  drawing  up  a  really  lucid  and  practical  guide  to 
the  bookkeeping  of  a  brewery  is  rendered  rather  difficult 
by  the  widely  divergent  views  taken  by  the  different  proprietors 
or  managers  of  such  concerns,  as  to  the  number  and  al)ility  of 
the  clerical  staff  required  in  the  office  and  elsewhere.  Hence  a 
thoroughly  sound  and  complete  system,  which  would  and 
should  appeal  to  a  large  majority  of  brewery  managers,  might 
ver}-  probably  be  regarded  by  others  as  unnecessarily  detailed, 
and  too  expensive  to  carry  out.  In  this  connection  it  cannot  be 
too  often  pointed  out  that  it  frequently  proves  very  false 
economy  to  dispense  with  proper  checks  on  everyone  con- 
nected with  the  handling  of  goods  and  cash,  and  to  attempt  to 
do  without  close  and  continuous  supervision  of  every  detail.  A 
careful  checiv  on  the  materials  used,  and  on  the  finished  article 
and  by-products,  is  essential,  if  waste  and  fraud  are  to  be  pre- 
vented, and  no  system  could  be  called  in  any  way  effective 
unless  these  checks  are  provided.  Further,  it  is  absolutely 
necessary  for  the  management  to  know  at  the  end  of  each  year 
the  result  of  the  trading,  and  to  have  the  various  items  of 
expenditure,  receipts,  and  costs  of  manufacture  so  arranged  that 
any  weak  points  may  be  ascertained. 
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The  above  remarks  apply  with  peculiar  force  to  Breweries, 
as  a  large  amount  of  the  capital  employed  is  invested  in  casks, 
cases,  bottles,  and  stoppers ;  and  the  cost  of  the  clerical  labour 
involved  in  promptly  collecting  these  is  money  well  spent,  and 
in  the  long  run  would  undoubtedly  result  in  considerably 
reducing  the  amount  of  capital  involved,  and  consequently  a 
saving  of  interest 

It  must  be  remembered  that  the  word  "brewer)"  covers  an 
extremely  varied  and  comprehensive  business.  Usually  a 
brewery  manager  must  not  only  understand  the  brewing  of  beer, 
but  the  buying  of  barley,  hops,  sugar,  horses,  and  fodder,  and 
the  manufacture  of  malt  Further,  he  has  to  manage  freehold 
and  leasehold  properties,  agencies,  and  depots,  possibly  also  to 
superintend  the  running  of  public-houses  under  management 
He  must  be  a  chemist,  a  salesman,  and,  if  land  is  attached  to 
the  concern,  he  may  be  a  farmer  in  a  small  way  for  the  growing 
of  hay  and  the  keeping  of  pigs.  In  addition  to  this  formidable 
list  of  duties  he  may  have  to  be  capable  of  superintending  a 
wine  and  spirit  trade,  and  the  manufacturing  of  mineral  waters 
and  cordials. 

It  \^^ll  be  readily  understood  that  to  carry  on  such  a  varied 
business  very  many  books  and  statistical  returns  are  required, 
quite  outside  the  actual  double^entry  bookkeeping,  and  these 
may  vary  in  number  and  complexity  according  to  the  require- 
ments of  the  particular  business  dealt  with,  or  the  ideas  of  the 
manager  and  office  staff.    Again,  a  system  drawn  up  to  suit,  say, 


such  mammoth  concerns  as  Guinness's  or  Bass's,  would  be  quite 
out  of  place  in  small,  or  even  in  medium-sized  breweries  turning 
out  10,000  to  50,000  barrels  annually.  The  system  in  use  at, 
say,  Guinness's,  although  probably  almost  perfect  in  itself,  is  far 
too  costly  and  vast  to  suit  the  majority  of  breweries,  and  there- 
fore, for  the  purpose  of  this  book,  it  was  necessary-  to  settle 
upon  one  that  would  suit  the  average  sized  concern,  but 
sufficiently  elastic  to  enable  an  intelligent  bookkeeper  to 
amplify  or  reduce  it  according  to  circumstances. 

It  may  here  be  stated  that  no  attempt  has  been  made  in  this 
volume  to  deal  with  all  the  books  and  accounts  it  would  be 
necessar}-  to  have  if  the  brewery  supplied  wines  and  spirits  to 
its  customers,  or  manufactured  or  dealt  in  mineral  waters, 
because  in  practice  it  will  usually  be  found  more  convenient  to 
have  separate  Day  Books  and  Ledgers  for  those  branches  of  the 
business,  and  as  this  volume  is  to  be  kept  within  reasonable 
dimensions  it  is  impossible  to  deal  adequately  with  those  depart- 
ments, more  especially  as  it  is  primarily  for  the  use  of  brew^eries. 
The  reader  is  therefore  referred  for  information  on  those  points 
to  the  books  of  "  The  Accountants'  Librar}-  Series,"  which  cover 
the  ground  thoroughly.     They  are :  — 

"Mineral  Water  Accounts,"  by  Lund  and  Richardson,  and 

"Wine  and  Spirit  Merchants'  Accounts,"  by  A.  Sabin. 

If  hotels  form  part  of  the  concern,  Dicksee's  book  on 
"  Hotel  Accounts  "  should  be  consulted. 

The  bottled  beer  and  jar  beer  trade,  which  at  one  time  was 
practically  in  the  hands  of  wine  merchants  or  special  agents. 
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is  dealt  with  at  ronsiderable  length  in  this  volume,  as  it  is  a 
Imsiness  very  largely  on  the  increase  at  the  present  time,  and 
therefore  demands  special  attention,  and  in  existing  books  on 
Brewery  Accdunts  the  question  does  not  appear  to  have  been 
dealt  with  adequately,  if  at  all.  Owing  to  the  fact  that  the 
bottles  and  stoppers  used  for  a  bottled  beer  business  represent 
a  large  outlay  of  capital,  and  in  view  of  the  difficulty,  or  in 
must  cases  the  impossibility,  of  charging  the  value  of  the  bottles 
and  stoppers  to  customers  at  the  time  of  sale,  and  obtaining  the 
money  for  same  if  not  returned,  it  is  undoubtedly  of  vital 
importance,  to  prevent  losses  as  far  as  possible,  to  keep  a  close 
check  on  the  Ixittles,  stoppers,  and  cases  sent  out. 

A  quite  recent  development  is  that  of  the  jar  l)eer  trade, 
which  further  adds  to  the  bookkeeping  difficulties ;  in  fact, 
Brewery  Accounts  are  now  distinctly  complicated,  and  good 
bookkeeping  is  m<ire  than  ever  essential. 

There  are  naturally  many  technicalities  connected  with 
Brewery  Accounts  as  with  those  of  all  manufacturing  businesses, 
and  the  brewer  will  require  to  have  certain  information  and 
statistics  kept  in  book  or  sheet  form,  but  unless  the  information 
is  necessary  for  the  preparation  or  verification  of  the  Manu- 
facturing Accounts,  or  is  required  for  the  checking  of  stocks 
and  materials  used,  the  forms  have  not  been  given  herein.  The 
statistical  books  used  by  brewers  are  well  known  to  them,  and 
can  usually  be  purchased  ready  made  with  all  necessary  rulings. 
However,  this  does  not  mean  that  statistics  have  been  ignored. 


On  the  contrary,  Brewery  Accounts  are  peculiarly  capable  of 
very  complete  and  useful  checks  by  means  of  the  statistical 
books,  and  therefore  special  attention  has  been  given  to  this 
portion  of  the  subject. 

It  is  hoped  that  the  practical  experience  gained  by  the 
author  while  employed  for  some  years  on  the  clerical  staff  of  a 
brewery,  and  by  having  been  engaged  at  various  times  on 
brewer}'  audits,  will  be  found  to  have  borne  fruit  by  rendering 
the  various  forms  for  books,  &c.,  really  practical,  and  by 
reducing  to  a  minimum  the  clerical  work  involved. 

Any  practical  suggestions  for  the  improvement  of  or  additions 
and  alterations  to  this  volume  will  be  w^elcomed  by  the  author 
for  use  should  a  second  edition  be  required. 


HERBERT   LAN HAM. 


7  St.  Mildred  Court, 

London,  E.C. 
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CHAPTER  I. 


GENERAL  SCHEME  AND  DIVISION  OF  CHAPTERS. 


As  indicated  in  the  introduction,  the  forms  dealt  with  in  this 
book  are  suitable  fur  a  brewery  of  medium  size,  but,  where 
necessary,  it  is  pointed  out  how  and  in  what  direction  such 
forms  can  be  amplified  or  reduced  to  suit  larger  or  smaller 
concerns. 

To  avoid  the  necessity  of  having  to  constantly  refer  back- 
wards and  forwards,  the  books  and  forms  leading  up  to,  and 
dealing  with,  each  particular  class  of  transaction  have  been 
grouped  together,  as  far  as  possible,  and  the  student  can  follow 
each  transacticjn  from  its  source  up  to  the  time  it  is  entered  in 
its  proper  book  or  books. 

The  book  is  divided  into  the  following  chapters:  — 
Chapter. 

Introduction. 

I. — General   Scheme. 

II. — Purchases   (Purchases,    Goods-in,    Order,    and    Stock 
Books,  and  Bought  Ledger). 
III.— Sales  (Sales,  Goods-out,  Cellar,  and  Delivery  Books, 

and  Sales  Ledgers). 
IV. — Customers'  Cask  Ledgers  and  Cask  Registers. 


!i 


ij 


BREWERS  AND  BOTTLERS  ACCOUNTS. 


;} 


!i 


Chapter 

V. — Bottled  Beer  Arrounts. 
VI.— Cash,    Petty    Cash,    Bills    Receivable,    Bills    Payal)le, 

and  Wages  Books. 
VI T. — Journal  and  Rents  Rereivable  Book. 
VIII. — Subsidiary  and  Statistical  Books  other  than  Books  of 
Account  and  not  already  dealt  with. 
IX. —  Imp  rsonal  and  Private  Ledger  Accounts  and  Balance 

Sheet. 
X. — Stocktaking. 
XI. — Audits. 
XII. — Licensing  Act,  1904  (with  the  Act  and  Schedules 
attached). 

It  is  hoped  that  the  student  or  bo(»kkec])er  will  not  be 
daunted  l>y  what  at  hrst  sight  looks  to  be  a  f<»rmidab1e  list,  as  a 
large  number  of  l>ooks,  statistical  and  othenvise,  does  not  neces- 
sarily mean  more  work  or  more  complications.  On  the  contrary*, 
confusion  may  be  avoidrd,  and  clerical  lal)our  saved,  by  a  really 
<Tmplete  set  of  books,  and  it  is  far  better  to  have  many  clear 
ones  than  a  few  very  involved.  Nothing  is  more  conducive  to 
confusion  and  waste  of  time  than  the  attem])t  to  keep  necessary 
information  and  statistics  on  sheet.<  of  pajitr,  or  in  rough  books 
ill  adapted  for  the  purpose,  and  which  do  not  lit  in  with  the 
books  of  accaint.  This  more  particnilarly  applies  to  Stock 
Books,  to  which  special  attention  has  been  given. 

However,  nothing  can  render  the  keeping  of  Bottletl  Beer 
Accounts  ver}-  easy,  but  as  the  trade  is  a  continually  growing 
one  the  p(tsition  must  be  faced,  and  the  chapter  on  Bottling 
Accounts  will  require  \ery  careful  perusal. 
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(PURCHASES,  Q00D5-IN,  ORDER,  AND  STOCK  BOOKS, 

AND   BOUGHT   LEDGER.) 


Purchases  Order  Book  (Form  i).— 

It  is  essential  to  kec  p  a  complete  check  on  all  goods  bought, 
not  only  to  prexent  invoices  being  received  and  entered  twice 
by  a(XMdent  (a  rath' r  improbable  contingency),  but  to  prevent 
this  being  done  fraudulently.  In  cases  of  dispute  as  to  the 
exact  order  given,  it  is  extremely  useful  to  be  able  to  verify  the 
facts  easily  and  quickly,  and  with  this  objei^t  in  view  it  is 
recommended  that  Order  Books  should  be  used,  with  duplicates 
(not  counterfoils).  The  order  is  written  on  the  first  page — 
which  is  perforated,  and  can  be  torn  out  and  sent  to  the  firm 
supplying  the  goods — and  by  means  of  carbon  paper  an  exact 
copy  is  made  and  remains  in  the  book.  Each  form  is  num- 
bered, and  should  have  the  name  of  the  firm  giving  the  order 
printetl  thereon,  and  no  order  must  go  out  unless  signed  by  a 
properly  authorised  person.  The  manager  should  keep  this 
book  under  his  close  supervision,  as  it  sometimes  happens  that 
an  order  for  goods  wanted  quickly  has  to  be  sent  off  in  his 
absence.  In  such  cases  the  manager  should  initial  the  order 
the  next  day.  No  particular  form  is  required,  but  the  one  given 
will  be  found  useful.  In  a  large  firm  it  is  convenient  for  the 
managers  of  each  department  to  have  separate  Order  Books. 

B  2 


i; 


Form  I.- 


No.  1402. 
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PURCHASES    ORDER    BOOK. 


The Brewery  Co.,   Lim. 


June  I  St  1905. 


To  Messrs.   Jones  &   Co.,    London. 
Please  send  us  the  following  goods  : — 


Particulars  of       i     Terms  cf 
Goods  I      Payment 


Where  to  be 
delivered 


How  tn  1 1 
ilelivert  1 


Remarks 


Signed, 


Manager. 


Invoices. — 


When  the  invoice  for  the  goods  bought  arrives  it  should  be 
checked  with  the  duplicate  in  the  Order  Book,  and  the 
duplicate  cancelled  by  being  initialled  or  stamped.  By  going 
through  the  Ordor  Book  occasionally  it  can  be  ascertained  what 
orders  have  been  given  for  which  no  invoices  have  been 
received.  This  should  always  be  done  at  (or  just  before)  stock- 
taking, and  thus  prevent  any  such  liabilities  being  omitted. 

The  invoice,  w^hen  received,  should  be  carefully  checked,  and 
to  ensure  this  being  done  systematically  it  is  very  useful  to  have 
an  india-rubber  stamp  made  to  stamp  the  invoice,  something  as 
follows  :  — 


brewers'  and  bottlers'  accounts. 


Form  a.— 


INVOICE     CHECK     STAMP. 


I.  Order  No. 


2.  Goods-in  Book  Folio 


3.  Weights   Checked. 

4.  Quality  passed 


5.  Price        Do. 


6.  Charge  to Account, 


The  column  at  the  right-hand  side  of  this  form  is  for  the 
initials  of  the  persons  checking  same,  or  for  certain  folios,  and 
no  invoice  should  be  entered  in  the  Purchases  Book  until  every 
line  has  been  initialled  or  has  a  folio. 

Difficulties  frequently  occur  by  Deliver}-  Notes  only  being  sent 
with  goods,  and  which  contain  no  details  as  to  prices,  but  these 
difficulties  can  be  surmounted  by  treating  the  Delivery  Notes  as 
invoices  for  the  moment,  and  every  line  of  the  stamp  can  be 
filled  up  e.xcept  the  one  dealing  with  the  price.  File  these  away 
separately  until  the  formal  statement  or  invoice  comes  in,  and 
then  complete  the  check. 

Credit  Notes  for  goods  returned  can  be  stamped  and  checked 
in  the  same  way,  except  that  the  "Order  No."  will  not  be 
required,  and  the  second  line  will  read  "Goods-out  Book." 

Goods-in  Book  (Form  3).— 

This  is  for  all  goods  purchased  and  received.  It  is  better  to 
have  a  separate  book  for  beer  casks  and  empties  of  all  descrip- 
tions returned  by  customers  (see  Cask  Ledger  and  Register),  and 
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keep  the  Goods-in  Book  entirely  for  the  record  of  purchases. 
It  may  he  convenient  if  part  of  this  book  be  set  aside  for  pur- 
chases returned,  which  would  include  the  empties  sent  back  by 
the  brewery,  but  in  actual  practice  it  will  be  found  to  be  safer 
to  have  separate  books.  Every  practical  bookkeeper  knows  that 
morj  books  do  not  necessarilv  mean  more  work.  On  the  con- 
trary,  they  help  to  prevent  confusion,  and  render  the  obtaining 
of  information  and  statistics  more  easy.  Xo  particular  kind  of 
book  is  necessary,  but  Form  3  shows  the  usual  headings.  The 
invoice  clerk  will  check  the  entries  in  this  book  with  the  invoices 
themselves,  and  place  his  initials  or  signature  in  the  column 
provided  for  that  purpose.  A  glancu  down  that  column  will  at 
any  time  show  what  invoices  have  not  arrived,  and  there  could 
therefore  be  no  excuse  for  the  omission  at  the  date  of  stock- 
taking of  any  liability  for  goods  bought.  U  men  from  outside 
firms  are  working  on  the  brewery  premises  a  note  should  be 
made  in  the  Goods-in  Book  each  day  such  men  attend. 

It  must  not  be  forgotten  that  sometimes  purchases,  such  as 
hops,  are  left  in  the  hands  of  the  factors  for  storage,  and  are 
only  delivered  as  wanted.  Again,  hops  are  now  often  sent  to  a 
local  ice  factory  to  be  stored  in  a  special  cold  room.  Mean- 
while the  invoices  are  being  received  and  the  goods  probably 
paid  for,  l^ut  no  entrj-  will  have  appeared  in  the  Goods-in  Book, 
the  goods  not  having  been  delivered  at  the  brewer)-.  In  such 
cases  the  invoices  must  be  entered  in  the  Purchases  Book  and 
Stock  Book,  the  place  where  the  goods  are  lying  being  duly 
noted  in  the  Remarks  column  of  the  latter. 

In  most  breweries  there  is  a  reliable  man  stationed  at  the 
entrance,  who  would  keep  this  book,  and  also  check  all  goods 
sent  out,  numbers  of  casks,  &c.,  and  it  is  very  desirable  to 
have  this  check  if  possible.  In  smaller  concerns,  however,  the 
office  staff  have  to  do  what  is  necessary,  in  which  case  the  office 
itself  should  be  as  near  the  entrance  as  possible,  otherwise 
no  efficient  check  on  irregularities  can  be  exercised. 


Form  3.- 
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GOODS-IN     BOOK. 


From 
Whom 


Description 
und  Quantities 


o  Signature  of 

..,uA..,  Person 

whom  D       •   • 


Remarks 


Checked 

with 
Invoice  by 


Purchases  Books  (Forms  4,  5  &  6).— 

The  invoices  having  been  checked  and  passed  can  now  be 
entered  in  the  Purchases  Book.  The  form  of  this  book  pro- 
bably varies  in  nearly  every  brewery,  but  the  examples  given 
(Forms  4  and  5)  are  designed  to  meet  the  average  requirements. 
In  a  large  concern  it  may  be  found  convenient  to  have  a 
separate  book  for  each  of  the  principal  articles — such  as  Malt, 
Barley,  Hops,  &c. — in  which  case  the  only  columns  necessary 
would  be  for  the  following: — Date,  Invoice  No.,  Folio  of 
Stock  Book,  From  whom  bought,  Description  of  Goods  and 
Price,  Quantities,  Folio  in  Bought  Ledger,  and  Total  Amount. 

If  it  is  attempted  to  work  with  only  one  Purchase  Book  it 
will  be  found  necessary  to  have  a  ver)-  large  and  cumbersome 
one,  owing  to  the  many  different  kinds  of  raw  materials  bought, 
and  the  varied  nature  of  the  Expense  Accounts,  and  this 
remark  applies  more  particularly  to  those  breweries  where  malt- 
ing is  carried  on.  It  would  only  be  by  an  excessive  use  of  the 
Separately   Posted  column   that   such   a  book  could   be   kept 


i     ; 


8 


BREWERS     AND    BOTTLERS     ACCOUNTS. 


II 


within  reasonable  dimensions.  In  practice,  it  will  be  found  far 
more  convenient  to  have  two  books — one  for  materials  used  for 
brewing  and  malting  and  the  other  for  sundries — and  Forms  4 
and  5  are  drawn  up  on  this  basis.  If,  however,  one  book  only 
is  desired,  then  there  must  be  separate  columns  for  the  Malt, 
Hops,  Coal,  Sugar,  &c.,  with  columns  for  Weights  and  Stock 
Folios,  and  as  many  of  the  other  headings  as  possible,  and  all 
items  for  which  there  is  no  column  provided  must  be  entered  in 
that  headed  "  Separately  Posted." 

Purchases  Book— Materials  (Form  4).— 

If  malting  operations  are  carried  on,  a  separate  column  can, 
if  desired,  be  provided  for  Malting  Coal,  &c.,  or  it  can  be  dealt 
with  through  the  Separately  Posted  column.  Sometimes  coal 
and  coke  are  debited  to  one  account,  and  an  account  kept  of 
all  used  for  malting  purposes,  and  a  Journal  entry  made 
weekly  or  monthly  for  same.  In  practice,  however,  coal,  &c.,  is 
usually  ordered  specially  for  the  makings,  thus  rendering  the 
bookkeeper's  task  more  easy.  A  column  can  be  provided  for 
Barley  Bought,  but  inasmuch  as  English  barley  usually  is 
all  bought  about  the  same  time,  the  column  set  aside  for  barley 
would  be  so  much  wasted  space  for  the  greater  part  of  the  year. 
For  this  reason,  and  for  purposes  of  easy  reference,  it  is  recom- 
mended that  a  separate  book  be  kept  for  Barley  Purchases,  and 
i)y  means  of  a  few  extra  columns  such  a  book  can  be  used  as  a 
Stock  Book  as  well.     (See  Form  6.) 

The  monthly  totals  of  the  Purchases  Book  (Materials) — both 
amounts  and  quantities — are  posted  to  the  debit  of  the  various 
Impersonal  Accounts.  Samples  of  some  of  these  latter  accounts 
are  given  later  on  in  Chapter  IX.  of  this  volume.  The  totals 
of  the  Analysis  columns  will  naturally  cross-cast  with  the 
Amount  column.  In  entering  weights  or  quantities  care  must  be 
taken  to  enter  only  the  actual  weights,  &c.,  of  the  materials. 
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exclusive  of  the  weights  of  the  packages,  if  the  latter  can 
be  arrived  at. 

A  column  is  provided  for  the  folios  of  the  various  Stock 
Books.  Every  item  must  have  a  stock  folio  against  it,  thus, 
minimising  the  possibility  of  omitting  items. 

It  is  doubtful  whether  a  Stock  Book  need  be  kept  for  finings^ 
&c.,  as  they  are  not  bought  in  very  large  quantities,  and  are  not 
stocked  in  the  usually  accepted  meaning  of  the  word.  The 
column  for  quantities  cvf  finings  can  be  omitted  if  considered 
unnecessarv. 

Purchases  Book— Sundries  (Form  5).— 

As  already  explained,  this  book  is  for  entering  all  invoices^ 
columns  for  which  are  not  provided  in  the  Purchases  Book  for 
Materials  (Form  4),  and  which  do  not  require  columns  for  stock 
folios  and  quantities.  The  number  of  columns  necessary  will  be 
settled  by  the  nature  of  the  business,  but  it  is  recommended  that 
all  expenses,  such  as  repairs,  ^K:(\,  connected  with  tied  hous-.s. 
and  properties  generally  should  be  extended  in  the  Separately 
Posted  column.  This  is  because  it  is  highly  desirable  to  have  a 
separate  account  in  the  Impersonal  Ledger  for  every  freehold 
and  leasehold  house  connected  with  the  business.  This 
important  point  is  fully  dealt  with  later  under  the  heads  of 
"Least-hold"  and  "Freehold"  Rc-iit  Accounts  (Chapter  IX.). 
It  may  be  pointed  out  that  it  is  not  necessary  to  have  columns 
for  every  expense,  but  only  for  such  items  as  occur  fairly 
frequently :  otherwise  there  is  much  wasted  space  in  the 
Purchases  Books,  with  no  real  advantage,  as  all  exceptional  or 
infrequent  items  can  be  dealt  with  through  the  Separately 
Posted  column.  Certainly  all  items  of  Capital  Expenditure — 
such  as  New  Plant,  Renewals  of  same,  New  Buildings,. 
F^inance,  &c.  &c. — should  be  dealt  with  by  means  of  that 
column  and  posted  separately  to  the  debit  of  their  proper 
accounts  in  the  Impersonal  Ledger. 
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Railway  Accounts  must  be  carefully  analysed,  so  that  all 
carriage  on  materials  bought  is  charged  to  the  yarious  Material 
Accounts.  For  instance,  carriage  on  malt  purchased  must  be 
charged  to  Malt  Purchases  Account.  In  a  similar  way  carriage 
on  plant  or  casks  is  to  be  debited  to  Plant  or  Casks  Account 
respectiyely.  Carriage  on  goods  sold  will  go  to  one  account 
called  "  Carriage  Outwards." 

The  Manufacturing  Sundries  column  is  to  provide  for  all  such 
items  as  Lubricating  Oil,  Cotton  Waste,  Packing  for  Boilers, 
Small  Thermometers,  and  similar  items  for  which  it  is  not 
necessary  to  open  separate  accounts. 

A  very  usual  method  of  keeping  invoices  for  reference  is  to 
have  a  book  made  (technically  called  a  Guard  Book)  sufficiently 
large  to  contain  on  the  left-hand  side  a  column  for  the  amount 
of  the  invoice,  and  a  folio  column  and  space  in  which  the 
invoices  themselves  can  be  fastened  by  gumming  about  half-an- 
inch  of  the  back  of  the  invoice,  which  invoice  can  then  be 
folded  over  and  endorsed  outside  with  the  seller's  name  and  the 
total.  The  right-hand  side  is  ruled  similar  to  Forms  4  and  5. 
The  advantages  of  this  system  are  that  every  entry  has  its 
voucher  opposite,  thus  sa\'ing  much  time  when  it  is  necessary 
to  refer  to  any  invoice,  and  the  fact  that  the  invoices  cannot  be 
lost,  as  it  not  infrequently  happens  that  when  an  invoice  is 
wanted  for  reference  it  is  taken  out  of  the  usual  invoice  file,  and 
for  some  reason  or  other  is  never  returned  to  its  place.  From 
an  auditor's  point  of  view  it  is  extremely  useful  to  have  the 
invoices  gummed  in  as  described.  The  bulkiness  of  a  Guard 
Book  is  sometimes  urged  as  an  objection.  Against  this  must  be 
set  the  sanng  of  time  in  connection  with  the  writing  of  full 
particulars  of  ever}'  invoice  into  the  Purchases  Book,  also  the 
time  saved  when  it  is  necessary  to  refer  to  any  particular  invoice. 
It  must,  however,  be  left  to  the  individual  taste  of  the  book- 
keeper or  manager  to  settle  which  system  is  to  be  adopted.    The 
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monthly  totals,  and  the  items  in  the  Separately  Posted  column, 
are  posted  to  the  debit  of  the  various  Impersonal  Ledger 
Accounts  affected. 


tt 


Returned  Purchases  Books  (Materials  and  Sundries).— 

All  goods  returned  to  sellers  must  be  entered  here,  including 
returned  empties,  for  which  allowances  will  be  made  by  the 
vendors.  All  allowances  other  than  cash  discounts  may  be 
entered  through  the  Returns  Books,  and  the  word  "  allowances  " 
includes  any  trade  discounts  which  have  not  been  taken  ofif  the 
invoices,  as  such  discounts  are  really  a  reduction  in  the 
purchase-price  of  the  articles,  which  consequently  cost  the 
brewer}'  less  than  the  amount  shown  on  the  invoices  themselves. 
Trade  discounts  must  never,  therefore,  be  included  in  the  cash 
discounts. 

The  Purchases  Returns  Books  must  be  ruled  exactly  the  same 
as  the  Purchases  Books  themselves,  except  that  the  first  column 
will  be  used  for  "Credit  Note  Number'  instead  of  "Invoice 
Number."  To  avoid  having  too  many  books  it  is  a  quite  usual 
plan  to  use  the  end  of  each  Purchases  Journal  as  a  Returns 
Book,  and  by  starting  on  the  last  page  and  working  backwards 
no  room  at  all  will  be  wasted. 

The  book  will  be  cast  monthly  or  quarterly,  and  the  totals 
of  the  columns  and  the  items  from  the  Separately  Posted 
column  posted  to  the  credit  of  the  various  accounts  in  the 
Impersonal  Ledger. 

The  origin  of  the  entries,  if  for  empties  or  goods  returned, 
will  first  bo  from  the  Goods-out  Book  (see  Form  14,  Chapter 
111.),  and  when  a  Credit  Note  has  been  received  from  the  firm 
to  whom  the  goods  have  been  sent  the  entry  can  at  once  be 
made.  If  a  trade  discount,  the  statement  will  usually  show  this,, 
but,  of  course,  if  it  has  been  taken  off  the  invoice  itself,  no  entry 
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will  be  required.  Sometimes  it  may  happen  that  the  amount  of 
an  allowance  is  dealt  with  by  rorrespondenre  and  no  formal 
Credit  Note  sent,  or  the  matter  may  be  settled  verbally,  more 
l)articularly  if  for  goods  bought  from  farmers.  In  either  of 
these  two  latter  cases  the  tuitry  should  ai  once  be  made  to  avoid 
the  chance  of  its  being  forgotten,  and  at  the  same  time  it  should 
be  confirmed  by  a  letter  from  the  l)rewery. 

Care  should  always  be  taken  when  sending  empties  away,  or 
returning  goods — in  fact,  when  sending  any  goods  by  rail  or 
<arrier — to  have  the  same  entered  in  a  Carriers'  Book,  and 
signed  for  by  the  carriers  as  in  good  condition,  otherwise 
frequent  disputes  may  and  do  arise,  and  it  is  as  well  to  be 
prepared. 

Barley  Purchases  and  Stock  Book  (Form  6) — 

This  is  a  combination  of  a  book  of  account  (i.e.,  liarley 
Purchases)  and  a  Stock  Book,  if,  however,  there  is  a  separate 
book  for  Barlev  Purchases,  or  a  column  is  provided  in  the 
Pun  hasfs  (Materials)  Book,  then  the  Amount  and  Invoice  Xo. 
columns,  and  that  for  Ledger  Folio,  can  be  omitted,  and  instead 
a  column  must  be  provided  for  ''  Folio  of  Purchases  Book." 
The  debit  side  does  not  require  exi)laiiation,  but  it  should  be 
mentioned  that  farmers  rarely  send  formal  invoices,  and  the 
Goods-in  Book  must  be  relied  on.  The  credit  side  may  contain 
not  onlv  entries  for  barlev  sent  to  m:\lting,  but  for  barley  sold, 
and  for  screenings  either  sold  or  sent  to  the  stable  to  be  con- 
sumed bv  the  horses.  The  Reference  Folio  provided  here  comes 
in  useful,  as  if  sent  to  the-  malting  the  folio  in  the  Malting  Book 
will  be  inserted;  if  sold,  the  Sales  Day  Book  Folio;  and  if  used 
in  stable,  an  entry  will  be  necessary  in  the  Journal.  (See 
Journal  entries.) 

Bv   casting    the    weights    of    Barley    Bought    and    the    Total 
Ouantitv  column  on  the  "  How  disp<:>sed  of  "  side  any  discrepancy 
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can  be  at  once  detected,  more  particularly  as  the  Annual 
Accounts  at  breweries  are  usually  raised  as  at  September  30th, 
and  thtre  is  seldom  any  barlev  in  stock  at  that  date.  Of  course, 
due  allowance  must  be  made  for  loss  of  weight  owing  to 
handling,  or  the  weight  of  barley  may  have  altered  owing  to 
the  dryness,  or  the  reverse,  of  the  atmosphere. 

The  totals  of  the  Am.ount  and  Quantities  columns  on  the 
"bought"  side  will  be  debited  to  Barley  Purchases  Account  in 
the  Impersonal  Ledger,  and  the  items  are,  of  course,  credited 
to  the  various  Personal  Accounts  of  farmers  and  others  in  the 
Bought  Ledger. 

Malting  Book  (Form  7).— 

This  book  is  a  record  of  the  barley  used  for  malting,  and  the 
quantity  of  malt  manufactured  from  the  same.  The  total  of 
the  Quantity  column  under  the  head  of  "  Barley  Received"  will 
always  agree  with  the  total  shown  in  the  "  To  Makings  "  column 
in  the  Barlev  Stock  Book. 

A  column  is  provided  for  the  price  at  which  the  malt  is  valued, 
and  the  total  value  when  worked  out.  This  is  to  enable  the 
offline  to  readilv  arrixe  at  the  sum  to  be  credited  to  Malt  Manu- 

m 

facturing  Account  and  debited  to  Brewery,  as  explained  here- 
after under  the  head  of  "Malt  Manufacturing  Account." 
(Chapter  IX.)  Inasmuch  as  the  quantities  of  barley  bought  are 
usually  described  in  bushels,  and  those  of  malt  in  quarters,  the 
Weight  column  of  the  "  Barley  Steeped  "  has  been  divided  into 
two — one  for  the  quantity  in  bushels,  and  the  other  for  its 
equivalent  in  quarters,  for  the  purpose  of  checking  with  the 
Barley  Stock  Book.  If  at  the  date  of  stocktaking  some  barley 
has  been  sent  to  makings  and  not  yet  steeped,  the  difference 
will  show  as  stock-in- hand.  If  both  English  and  foreign  barleys 
are  malted  it  is  usual  to  have  two  Malting  Books,  or  at  least 
divide  up  the  one  Malting  Book  into  two  parts.    The  reason  for 
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this  is  that  there  will  always  be  a  discrepancy  between  the 
number  of  quarters  of  barley  steeped  and  the  number  of 
quarters  malted,  owing  to  the  increase  or  otherwise  during 
the  process  of  manufacture,  and  the  increase  on  English 
barley  when  malted  is  usually  very  different  to  that  on  the 
foreign  varieties.  Two  to  four  per  cent,  is  a  usual  increase  for 
English ;  anything  over  4  per  cent,  calls  for  comment.  There- 
fore, to  keep  a  record  of  the  results  for  purposes  of  comparison 
between  different  years,  and  also  as  a  check,  it  is  well  to  know 
the  increase  on  foreign  as  apart  from  English  grown  grain. 

If  only  ver>-  small  quantities  are  sold  the  Sale  column  can  be 
dispensed  with,  as  the  Malt  Sales  Account  in  the  Impersonal 
Ledger  can  be  utilised  to  show  the  quantities  sold. 

Malt  Stock  Book.— 

In  large  breweries  this  may  be  found  useful.  No  special  form 
is  needed,  as  long  as  columns  are  provided  for  "Date  when 
stocked "  and  "  Quantity,"  also  for  "  Quantity  taken  out," 
"Date,"  and  "Where  sent."  It  should  be  remembered,  when 
dealing  with  weights  of  Barley,  Malt,  Hops,  &c.,  that  climatic 
and  other  influences  affect  these  sometimes  to  quite  a  consider- 
able extent,  apart  from  a  small  but  inevitable  waste  in  handling. 

Hop  Stock  Book  (Form  8).— 

The  stock  of  hops  requires  very  careful  keeping  and  super- 
vision, and  the  stock  should  be  ,:hecked  two  or  three  times  a 
year,  if  not  oftener.  In  practice  it  will  be  found  easier,  and  also 
more  efficient,  to  have  a  separate  page,  or  part  of  a  page,  for 
each  parcel  of  hops  bought.  This  will  enable  any  loss  in 
weight  or  discrepancy  to  be  allocated,  either  when  stock  is 
taken  or  when  any  particular  parcel  is  exhausted.  Due  allow- 
ance must  be  made  for  the  tare  represented  by  the  weight  of 
the  pocket  (the  name  of  "  pocket "  is  given  to  the  large  sack  in 
which  hops  are  delivered),  and  it  should  be  deducted  from  the 
weight  before  entering  same  in  Invoice  Book. 
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The  pcM:kets  of  hops  should  be  weighed  immediately  on 
arrival,  and  the  weight  so  ascertained  entertd  in  the  special 
column  provided  in  the  Stock  Book.  Space  is  also  provided  in 
the  form  given,  for  notes  as  to  where  the  hops  are  stored.  The 
"  How  used  "  column  is  for  stating  for  what  brew  or  brews  the 
hops  have  been  used,  and  care  must  be  taken  to  also  enter  in 
that  column  particulars  of  any  hops  taken  away  for  what  is  known 
as  **  dry  hopping,"  which  means  the  placing  of  a  handful  of  hops 
in  the  beer  after  it  is  in  the  cask.  Naturally  this  Stock  Book 
(with  all  the  other  Stock  Books)  will  be  duly  balanced  up  at 
stocktaking  by  someone  who  has  nothing  to  do  with  the  actual 
weighing  up  (»r  handling  of  the  stock,  and  the  balances  com- 
pared with  the  actual  stock  taken,  any  serious  discrepancies  to 
be  inquired  into  and  settled,  and  the  balances  brought  down 
and  adjusted  if  necessar)',  so  as  to  agree  with  the  actual  stock 
existing.  At  the  same  time,  certificates  should  be  obtained  for 
all  stocks  lying  out,  from  the  persons  in  whose  charge  they  are. 

Sugar  and  Saccharine  Stocks. — 

The  Stock  Book  required  would  not  be  special  in  any  way, 
and  should  follow  the  Hop  Stock  Book  form  already  given. 
An  account  may  be  opened  for  each  contract,  if  thought 
desirable. 


Beer  Stock  Book,  or  Stores  Book  (Form  9).— 

The  debit  side  commences  with  the  stock  of  all  beer  (except 
purchased  beer  for  bottling  and'returned  beer  considered  good), 
and  is  debited  with  the  total  racked,  expressed  in  barrels  or 
parts  of  barrels,  and  placed  under  the  proper  heads.  If  beer  is 
bought  for  blending  it  should  be  treated  as  a  material,  and  it 
will  ultimately  be  included  in  the  beer  received  into  cellar.  As 
regards  returned  beer,  it  is  better  to  keep  a  separate  small 
Stock  Book. 
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The  credit  side  contains  the  total  daily  amount  of  beer  sent 
out  of  cellar,  expressed  in  barrels  or  fractions  of  barrels  (per 
Cellarman's  Book,  Form  12,  which  is  kept  by  the  cellarman). 
All  beer  given  out  for  the  men's  consumption,  or  to  be  drunk 
by  customers  and  others  on  the  premises,  must  be  entered  here 
as  a  sale,  and  will  be  included  in  the  Sales  Day  Book,  either 
daily,  weekly,  or  monthly.  Beer  sent  to  bottling  stores  to  be 
entered  in  red  ink.  The  book  must  be  cast,  stock  taken  at 
end  of  month,  or  as  often  as  possible,  the  deficiency  ascertained, 
and  the  book  balanced,  and  the  balances  brought  down  agree- 
ing with  actual  stock.  Part  of  the  deficit  will  be  pure  waste, 
but  part  may  be  owing  to  errors  in  calculating  the  amount 
racked.  The  percentage  of  waste  should  be  worked  out,  and 
any  excessive  amount  carefully  inquired  into.  The  writer  well 
remembers  a  case  in  which,  by  collusion  with  the  carmen,  barrels 
of  beer  were  almost  daily  being  sent  out  to  a  public-house 
in  the  town  without  ever  going  through  the  Sales  Day  Book. 
No  Stock  Account  had  been  kept  at  that  brewer}',  otherwise 
this  fraud  could  never  have  been  carried  out  without  discovery. 
This  emphasises  the  need  of  proper  Stock  Books,  which  must 
be  kept  in  the  office. 

As  above  stated,  beer  returned  is  treated  separately.  The 
reference  folio  on  the  credit  side  is  to  the  Cellarman's  Book, 
Bottled  Beer  Stock  Book,  &c.  The  monthly  totals  of  the  credit 
side  will  agree  \\dth  the  totals  of  Sales  Day  Book  and  Bottled 
Beer  Stock  Book  combined. 

In  periodically  taking  the  stock  of  beer,  care  must  be  taken 
to  see  that  the  casks  contain  their  proper  quantity. 

Bought  Ledger  (Form  10).— 

This  book  is  of  the  usual  Ledger  ruling.  The  credit  side  is 
posted  from  the  various  Purchases  Books,  and  need  contain  no 
details;  the  Date,  Folio  of  Purchases  Account,  and  the  words 
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'•  By  Goods "  are  sufficient.  If  desired,  the  kind  of  purchase 
may  be  indicated — such  as  "  By  Malt,"  "  By  Repairs  " — but  the 
Purchases  Books  give  full  particulars. 

The  debit  side  is  posted  from  the  Cash  Book  or  Bills  Pay- 
able Book,  and  the  Purchases  Returns  Book,  if  any  goods  are 
sent  back  or  allowances  made  other  than  cash  discounts. 

Cash  Discounts  w^ill  be  posted  to  the  debit  side  from  the 
column  provided  for  same  in  the  Cash  Book,  but  Trade 
Discounts,  being  allowances  off  the  price  of  the  goods,  must  be 
entered  through  the  Purchases  Returns  Book,  or  deducted  from 
the  in\oices  before  entering  in  the  Purchases  Book. 

At  the  date  of  stocktaking  the  balances  will  be  struck, 
entered  on  the  debit  side  (if  there  is  anything  owdng),  and 
brought  down  on  the  credit  side,  as  shown  on  the  form.  Care 
must  be  taken  before  the  balances  are  brought  down  in  ink  to 
agree  them  with  the  statements  sent  in  by  the  firms  supplying 
the  goods.  A  list  of  these  balances  must  then  be  made  out, 
and  the  total  should  agree  with  the  "  Bought  Ledger  Account " 
in  the  Impersonal  Ledger,  which  is  an  account  in  total  of  all 
postings  made  to  the  Bought  Ledger,  and  is  fully  explained 
under  the  head  of  "  Bought  Ledger  Account." 


Form  10.— 


BOUGHT  LEDGER. 
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Customers*  Order  Book  (Form  ii),  and  Cellarman's 
Order  Sheets.— 

Probably  few  Order  Books  in  breweries  have  identical 
rulings,  as  so  many  questions  have  to  be  taken  into  ronsidera- 
tion.  For  instance,  in  a  large  concern  where  regular  deliveries 
are  made  an  Order  Book  may  be  kept  for  each  district  or 
round,  so  that  when  an  order  is  received  it  can  at  once  be 
entered  in  the  Order  Book  dealing  with  the  deliveries  for  that 
particular  district.  Again,  it  may  be  found  convenient  to  have 
the  book  ruled  with  columns  for  the  different  classes  of  beer 
sold ;  in  fact,  similar  colunms  to  those  in  the  Day  Book.  It  is 
therefore  impossible  to  attempt  to  draw  up  a  form  to  meet  the 
views  of  every  manager.  The  form  gi\en  is  a  good  workable 
one,  and  can  be  extended  or  curtailed  as  desired. 

A  very  useful  plan  to  adopt  is  to  have  a  page  or  so  for  each 
day  of  the  month,  so  that  when  an  order  is  received  it  can  be 
entered  on  the  page  set  apart  for  the  day  on  which  the  delivery 
of  the  goods  is  to  be  made.  To  facilitate  this,  and  to  avoid 
wasting  pages,  cards  or  loose  sheets  may  be  used  with  advan- 
tage.   Having  separate  columns  for  each  kind  of  beer  is  useful. 
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as  it  is  then  easy  to  see  what  beer  is  required,  and  the  brewer 
can  make  the  necessary  preparations  to  replenish  his  stock.  A 
copy  of  the  essential  details  is  sent  to  the  cellarman,  or,  if  for 
bottled  beer,  to  the  bottling  stores,  on  what  is  called  the 
"Cellarman's  Orders,"  and  no  beer  should  be  sent  out  by  the 
cellarman  wnthout  these.  The  Reference  column  in  the  Ord^r 
Book  is  for  the  purpose  of  indicating  how  the  order  was  received  ; 
for  instance,  "  Letter,"  "  Carmen  "  or  "  Travellers  "  (names  to  be 
given),  "Verbal."  The  Sundries  column  would  contain  orders 
for  grains  and  by-products  generally.  The  Remarks  column 
will  contain  details,  such  as  "  To  be  sent  per  G.  E.  Ry.,"  or,  if 
for  bottled  beer,  "  To  be  sent  in  i  dozen  cases."  The  Day  Book 
folio,  when  filled  in,  will  show  that  ail  goods  sent  have  been 
charged  to  customers. 

A  ver\-  important  point  in  brewery  management  is  the  regula- 
tion and  arrangement  of  the  loads  to  be  taken  by  each  dray. 
For  this  purpose  it  is  well  to  have  the  Cellarman's  Order  Forms 
made  so  that,  by  means  of  carbon  paper,  duplicates  can  be 
obtained,  and  one  can  then  be  sent  to  the  carman  or  stable 
man.  If  there  are  separate  Order  Books  or  sheets  for  each 
delivery  district  this  plan  works  extremely  well.  In  fact,  many 
useful  ideas  can  be  grafted  on  to  the  system  for  the  arrange- 
ment of  orders,  but  that  is  more  a  question  for  the  manage- 
ment than  for  the  office.  It  should  be  mentioned  that  even  if 
some  customers  call  and  take  away  beer,  and  possibly  pay  cash 
for  same,  yet  the  order  should  be  entered  in  the  Order  Book. 
It  helps  to  prevent  fraud,  and  also  facilitates  the  entering  up  of 
the  Sales  Day  Books. 

Cellarman*s  Book  (Form  u).— 

If  the  system  of  sending  Order  Sheets  down  to  the  cellarman 
is  used,  then  the  total  only  of  such  sheets  need  be  entered  in 
this  book,  and  if  there  are  any  alterations  or  additions  to  be 
made  in  the  Order  Sheets  (such  as  an  entry  for  beer  set  aside 


to  be  used  by  men,  or  to  be  given  away  or  sent  to  bottling  stores, 
&:c.,  or  an  order  or  part  of  an  order  is  not  sent  out),  then  the 
cellarman  should  make  such  alterations  and  additions  in  red 
ink,  and  total  up  the  columns  in  red  ink  also,  and  return  the 
sheet  to  the  office,  merely  entering  the  totals  in  his  Cellar  Book. 
These  sheets  should  be  numbered  consecutively  by  the  office. 
The  columns  for  the  different  classes  of  beer  must  be  arranged 
in  the  same  order  as  the  columns  in  the  Sales  Dav  Book,  the 
Order  Books,  and  the  Cellarman's  Books. 

The  office  thus  obtains  the  necessan-  information  to  make 
entries  in  the  Sales  Day  Book  for  beer  used  by  men,  and  in  the 
Bottling,  Stock,  and  other  books  for  beer  sent  to  bottling  stores. 
These  sheets  also  save  much  writing  on  the  part  of  the  cellar- 
man,  who  is  usuallv  verv  averse  to  clerical  work.  Of  course, 
if  (Jrder  Sheets  are  not  sent  to  the  cellannan  as  indicated  above, 
but  orders  are  sent  on  separate  slips,  then  he  must  enter  each 
item  separately,  and  there  should  be  two  books  for  use  on 
alternate  davs.  If  Order  Sheets  are  used  the  cellarman  will 
only  enter  in  the  "  To  whom  sent ''  column  the  words  •"  Per 
Order  Sheet  No.  ."  The  head  brewer  should  always  give  the 
order  for  beer  for  men,  or  initial  the  cellarman's  entry  for  same 
on  the  Order  Sheet.  The  totals  of  the  Cellarman's  Book  (in 
barrels  or  parts  of  barrels)  will  agree  with  the  total  in  the  Sales 
Day  Book.  With  this  object  in  view,  it  is  recommended  that 
the  Sales  Dav  Book  be  cast  dailv  and  the  dailv  totals  trans- 

•  •  • 

ferred  to  a  Summary  of  Sales  Book,  ruled  the  same  as  the  Sales 
Day  Book,  which  summar}-  could  again  be  totalled  weekly  or 
monthlv. 

The  clerk  who  compares  the  totals,  and  who  enters  up  the 
Sales  Day  Book,  will  sign  the  Cellarman's  Book  when  he  has 
agreed  the  totals.  Under  no  circumstances  must  any  beer  be 
sent  out  bv  the  cellarman  without  written  authoritv,  such  as  is 
constituted  bv  Order  Sheets  or  Cellar  Orders. 
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Form  13.- 


CELLARMAN  S  BOOK. 


Date 


Quantities 


To  whom  sent 


Stout      IV.rttr     XXX'    P.  A.    |    A.  K.         \c. 


Remarks 


»»i 


i 
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Carrier's  Book.— 

The  next  step  is  the  actual  deliver}-  and  invoicing  of  the  goods 
to  the  customers.  If  sent  bv  rail  thev  must  be  entered  in  a 
Carrier's  Hook,  or  if  by  own  van  in  a  Carman's  Deliver)-  Book. 
In  larger  concerns,  where  there  is  a  gate-man,  a  Goods-out 
Book  is  also  kept,  and  is  a  splendid  preventive  of  fraud. 

All  goods  sent  bv  railwav,  or  bv  carriers,  should  be  entered 
in  this  book,  and  signed  for  by  the  representative  of  the  carrj'- 
ing  company.  No  special  form  is  needed,  but  the  book  must 
contain  columns  for  Date  sent,  Name  and  Address  of  consignee, 
Descrip)tiun  uf  goods,  Name  of  carrier,  and  Signature  of 
carrier.  A  column  should  aJso  be  provided  for  the  folio  of  the 
Sales  Dav  Book,  this  folio  to  be  filled  in  bv  the  office  staff, 
which  obviates  the  risk  of  any  goods  l>eing  sent  by  <^arrier  and 
not  invoiced. 

Of  course,  invoices  must  be  sent  by  post  for  goods  delivered 
bv  anvone  other  than  own  i  arman.  Usually  several  Carriers' 
Books  are  net^essarj- ;  sometimes  one  for  each  railway  com- 
pany, if  the  town  is  served  by  more  than  one.    Frequently  goods 
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are  delivered  to  the  station  by  own  carman,  in  which  case  the 
carman  would  have  to  take  a  Carrier's  Book  with  him,  and  it  is 
clear  that  one  book  must  be  kept  at  the  office  for  any  goods 
called  for  by  carriers. 

When  goods  are  sent  by  rail,  Fonvarding  Sheets  (supplied  by 
the  railway  company)  have  to  be  filled  up  and  sent  with  the 
goods  to  the  station,  but  entries  must  also  be  made  in  the 
Carriers'  Books,  and  these  books  will  be  found  ven-  useful  for 
checking  the  Railway  Accounts,  and  in  case  of  non-delivery. 

Carman's  Delivery  Book  (Form  13).— 

It  is  necessar}-  first  to  decide  whether  the  Beer  Deliver}- 
Notes  shaJl  contain  spaces  for  dealing  with  bottled  beer  as  well 
as  cask  beer.  In  practice,  it  will  be  found  best  to  follow  the 
order  of  the  Sales  Day  Book,  and  if  the  bottled  sales  are  entered 
in  the  same  Day  Book  as  the  cask  sales,  then  use  one  Delivery 
Note.  The  forms  here  given  assume  that  separate  Day  Books 
are  used,  and  the  form  for  Bottleii  Beer  Deliver}-  Book  will  be 
found  in  the  chapter  devoted  to  Bottled  Beer  Accounts,  but  it 
nu^«^t  be  understood  that  the  forms  admit  of  numberless  varia- 
tions. The  great  point  to  be  borne  in  mind  is  that  it  is  advisable 
to  have  the  Delivery  Note  so  arranged  as  to  enable  the  Sales 
Day  Book  to  be  entered  up  from  it,  or  ru-c  versa,  as  easily  as 
possible,  and  it  should  therefore  follow  the  same  general 
lines  as  the  Day  Book.  If  jar  trade  is  done,  spaces  must  be 
provided  for  Jar  Sales  and  for  Returned  Jars.  Each  carman 
should  have  books  for  use  on  alternate  days ;  one  will  therefore 
always  be  in  the  office.  By  ha\ing  space  provided  in  the 
Delivery  Note  for  the  distinctive  numbers  of  casks  the  numbers 
can  be  checked  by  the  office,  or  by  the  gate-man,  to  avoid 
mistakes.  However,  it  is  not  usually  considered  necessarj-  to 
put  the  distinctive  numbers  of  the  casks  on  the  Delivery  Note, 
but,  of  course,  it  may  be  done  if  desired.     There  are  usually 
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printed  notices  on  the  forms,  such  as  "Please  see  that  carman 
correctly  enters  all  empties  before  signing."  Space  should  be 
provided  (after  the  headings  for  the  various  kinds  of  beer)  to 
enter  details  of  sundry  sales,  such  as  Grains  and  Malt. 

Goods- out  Book  (Form  14).— 

This  book,  though  not  essential,  will  be  found  very  useful 
and  a  valuable  check  against  irregularities  as  regards 
deliveries  of  beer,  grains,  lea.  From  this  point  of  view  the 
efficiency  of  the  check  will  to  a  considerable  extent  depend  on 
whether  there  is  an  office  at  the  gate  of  the  brewery  where  a 
gate-man  can  be  always  on  duty  during  business  hours.  In 
smaller  concerns  probably  the  office  staff  will  rely  upon  the 
Drayman's  Delivery  Books  and  Carriers'  Books.  The  duty  of 
taking  down  the  numbers  of  the  casks,  cases,  and  jars  of  beer 
sent  out  devolves  on  the  gate-man,  if  there  is  one,  or  on  the 
office  staff  if  there  is  not,  but  it  is  undesirable  to  leave  the 
taking  down  of  the  numbers  to  the  carman. 

The  book  will  contain  a  record  of  all  goods  leaving  the 
brewery,  except  beer,  which  latter  requires  separate  books, 
owing  to  the  question  of  cask,  case,  and  jar  numbers  (see 
Chapter  IV.),  but  the  total  barrels,  kils,  &c.,  of  each  cartload 
might  be  noted  as  a  further  check.  The  Folio  column  is,  of 
course,  to  be  filled  up  only  by  the  office,  and  is  for  reference 
to  the  Sales  Day  Books,  Purchases  Returns  Book,  &c.,  and 
should  also  indicate  that  the  consignees  have  been  advised  of 
the  despatch  of  goods  when  sent  by  carriers  or  railway.  This  is 
an  important  point  to  remember  when  dealing  with  returned 
empties,  and  the  Remarks  column  might  contain  a  note  to  the 
effect  that  consignees  of  returned  empties  or  goods  have  been 
duly  ad\'ised.  Books  should  be  provided  for  use  on  alternate 
days. 
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Form  14. — 


GOODS     OUT     BOOK. 


Date 


Name 


Address 


Description     u       . 

i.nfi  By  whom     ,>  i- 

QuamLs      Delivered  U-olK>, 


Remarks 


Sales  Day  Book  (Forms  15  &  16).— 

Two  forms  are  given— one  showing  the  beer  sold,  with  the 
quantities  of  the  different  kinds  analysed,  the  other  showing 
analyses  of  both  the  money  and  quantity.  The  order  of  the 
Analyses  columns  in  the  Day  Book  is  exactly  the  same  as  in 
the  Beer  Stock  Book,  with  which  latter  book  it  is  naturally 
closely  connected,  and  this  method  simplifies  the  working  of  the 
Stock  Accounts.  The  whole  of  the  Sales  Books  should  also 
follow  the  order  of  the  different  classes  of  sales  as  shown  in 
the  Carman's  Deliver}-  Book  and  the  Customer's  Order  Book. 
The  utUity  of  this  is  apparent,  as  if  the  Sales  Book  is  entered 
up  from  the  Delivery-  Books  and  checked  by  the  Order  Book 
or  Cellarman's  Stock,  or  is  entered  up  from  the  Order  Book  and 
checked  with  the  Delivery  Books,  &c.,  the  work  is  greatly  facili- 
tated if  the  sales  in  every  book  are  arranged  in  the  same  order. 

Of  course,  there  are  many  different  ways  of  checking  in  vogue 
at  different  breweries,  but  an  efficient  system  of  checking  there 
must  be,  or  serious  results  may  follow. 
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It  is  assumed  throughout,  in  dealing  with  sales,  that  the 
manager  requires  Stock  Accounts  to  be  kept,  and  also  desires 
to  know  how  the  sales  of  each  class  of  beer  are  increasing,  or 
the  reverse.  This  being  assumed.  Form  15  is  recommended. 
If  money  columns  are  provided  it  certainly  helps  the  clerks  to 
check  the  extensions,  and  thus  prevents  errors  of  pricing  out ; 
but  if  the  monev  columns  are  looked  to  to  ascertain  how  the 
sales  of  any  particular  kind  of  beer  are  progressing,  it  may  be 
absolutely  misleading,  as  prices  might  varv^  very  considerably. 
However,  many  breweries  wish  to  have  shown  the  cash  total  of 
each  kind  of  beer  sold,  therefore  Form  16  is  given  also. 


If  no  beer  of  other  makers  is  sold  Form  15  can  be  modified 
by  leaving  out  the  columns  for  Bought  Beer. 

To  avoid  using  more  space  and  columns  it  is  advisable  to 
have  a  note  of  the  prices  at  which  beer  is  sold,  and  the  dis- 
counts allowed  on  same,  made  at  the  head  of  each  customer's 
account  in  the  Sales  Ledger. 

If  many  classes  of  beer  are  sold,  and  therefore  the  book  with 
the  columns  for  Sundrj-  Sales  becomes  so  large  as  to  be  incon- 
venient for  daily  use,  it  may  be  found  better  to  ha\  e  a  separate 
book  for  Sundr}'  Sales.  The  difficulty  at  once  presents  itself 
that  if  two  books  are  used  in  the  ordinary  way  there  will  be  two 
postings  to  the  Sales  Ledger,  although  the  customer  has  had 
only  one  invoice  or  Delivery  Note.  Further,  as  the  statements, 
when  sent  out,  will  probably  merely  state  "  To  Goods,"  without 
any  details,  confusion  would  arise,  because  the  customers  could 
not  easily  agree  such  statements  with  the  Deliver)-  Notes  or 
invoices  they  have  already  received  from  the  brewery.  It  is 
clear,  therefore,  that  each  posting  in  the  Ledger,  and  as  subse- 
quently copied  out  on  to  the  statement,  must  agree  with  the 
total  shown  on  each  Delivery  Note  or  invoice. 
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The  difficulty  can  be  met  by  including  in  the  Beer  Sales  Book 
(Form  15)  only  the  Cash  columns  up  to  and  including  *'  Bought 
Beer,"  followed  by  a  column  called  "  Sundry  Sales  Day  Book," 
which  \nll  include  in  one  amount  the  monev  total  of  all  sales 
other  than  beer.  This,  \nth  the  addition  of  a  column  for  "  Folio 
of  Sundry  Sales  Day  Book,"  will  complett*  the  Beer  Sales  Day 
Book,  and  the  items  in  the  Total  Amount  of  Invoice  column 
will  still  as[ree  with  the  total  of  each  Delivery  Note  or  invoice 
as  before. 

Then  in  the  Sundr\'  Sales  Day  Book  there  will  be  a  space 
for  the  folio  of  the  Beer  Sales  Day  Book,  followed  by  a  money 
column  headed  "  Beer  Sales  Day  Book "  (which  will  contain 
exactly  the  same  entries  as  the  "  Sundry  Sales  Day  Book " 
column  in  the  Beer  Sales  Day  Book),  followed  by  the  various 
weight,  price,  and  money  columns  for  Sales  of  Malt,  Grains, 
&c.,  as  shown  on  Form  15.  No  space  need  be  left  for  Date, 
Name,  Address,  &c.  Shortly  put,  this  means  that  the  Sundry 
Sales  Day  Book  is  used  merely  to  show  the  analysis  of  the  sundry 
goods  sold.  The  postings  to  the  Sales  Ledger  will  be  made 
only  from  the  Beer  Sales  Day  Book.  However,  it  is  recom- 
mended that  two  Sales  Day  Books  be  avoided  if  possible. 

If  there  is  trade  in  jar  beer  the  quantities  should  be  expressed 
in  gallons  instead  of  barrels,  and  reduced  to  barrels  at  the  end 
of  each  month  or  week.  If  no  jar  trade,  then  express  the 
quantities  in  barrels  or  parts  of  barrels.  For  instance,  a  kilder- 
kin (18  gallons)  would  be  entered  as  a  half  barrel,  a  firkin  (nine 
gallons)  as  a  quarter  barrel,  a  pin  (4 5^ gallons)  as  one-eighth 
of  a  barrel,  and  a  hogshead  as  I'o  barrels. 

It  may  be  that  at  some  breweries  separate  invoices  or 
Delivery  Notes  are  sent  out  for  sundry  sales.  In  that  case  a 
separate  Day  Book  for  Sundry  Sales  would  be  absolutely  neces- 
sary, but  naturally  separate  invoices  involve  a  great  increase  of 
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clerical  work  in  making  them  out  and  in  posting  to  Sales  Ledger 
Accounts. 

If  the  sales  of  malt,  hops,  &c.,  are  very  small,  and  the  transac- 
tions few  in  number,  it  would  be  advisable  not  to  have  a 
separate  column  for  them,  but  to  enter  the  items  through  the 
"  Separately  Posted "  column,  care  being  taken  to  enter 
quantities. 

As  bottled  beer  is  sent  out  in  dozens,  and  the  sales  require 
special  treatment  as  regards  bottles,  cases,  and  returned 
empties,  there  appears  to  be  a  pretty  general  consensus  of 
opinion  that  separate  Delivery  Notes  (or  invoices)  and  separate 
Sales  Day  Books  are  necessary,  more  particularly  if  it  is  desired 
to  ascertain  the  total  quantities  of  the  different  kinds  of  beer 
sold,  therefore  in  this  volume  the  question  of  bottled  beer  has 
been  kept  separate,  and  will  be  found  fully  dealt  with  in 
Chapter  V. 

As  mentioned  above,  it  has  been  assumed  that  the  manager 
wishes  the  Day  Books  to  show  how  the  sales  of  each  class  of 
beer  brewed  are  progressing  week  by  week,  and  incidentally  to 
enable  proper  Stock  Books  to  be  kept;  but,  of  course,  if  a 
firm  decides  not  to  have  Stock  Books  (although  the  absence  of 
such  a  valuable  check  is  to  be  greatly  deprecated),  the  sales  of 
each  kind  of  beer  can  be  roughly  ascertained  by  taking  the 
quantities  of  the  actual  brewings  of  each,  adding  the  stock 
at  the  beginning  of  the  year  and  deducting  the  stock  at  the 
end,  and  the  result  will  be  the  quantity  sold.  The  Beer  Sales 
Day  Book  in  this  case  would  then  only  require  one  column  for 
barrels  and  one  column  for  own  beer,  in  addition  to  the  other 
details. 

However,  the  actual  and  moral  value  of  a  careful  system  of 
sto(  k  keeping  is  so  great  there  can  be  no  doubt  that  there 
should  alwavs  be  one  in  existence  at  all  breweries,  whether 
small  or  large. 
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Frequently  sei)arate  Sales  Day  Books  are  provided  for  (a) 
Tied  House  trade,  (/^)  Private  Trade,  and  (c)  Free  House 
Trade,  and  the  statistical  information  derival)le  from  this 
analysis  may  he,  and  often  is,  of  considerable  value,  and  ver^• 
little,  if  any,  extra  work  is  involved. 

Beer  sent  to  own  agents  and  depots,  if  not  sold  outright  to 
them,  must,  of  course,  not  be  entered  as  a  sale  ;  and  the  proper 
mtthod  of  dealing  with  these  transactions  depends  very  largely 
on  the  arrangements  made  with  the  agents.     There  can  he  little 
douht  the  hest  system   is  one  l>y  which   returns  of  all   Sales, 
Returns,  and  Allowance,  with  fullest  details  as  to  Terms,  Cask 
Numbers,  Addresses,  &c.,  are  made  to  the  Head  Office,  where 
separate    Ledgers   would    l)e    kept,    and    all    money    forwarded 
on  there.     All  statements  should  he  sent  direct  from  the  Head 
Office  to  the  indi\idual  customers,  to  prevent  fraud  as  far  as 
possible.     The  agent  will  probably  keep  a  Customers'  Ledger 
also,   for  his    own    information    when    customers    call    to  pay 
aceounis,  and  also  to  enable  him  to  see  the  amount  of  trade 
done  with  each.    Exact  returns  of  the  distinctive  numbers  of  all 
casks  sent  out  and  returned  must  also  he  made  by  him  to  the 
Head  Office.    It  is  hest  that  the  records  of  casks  should  be  kept 
at  Head  Office,  as  it  frequently  hapi)ens  casks  are  sent  back  by 
rail  fjirect  to  the  br  -wery  and  the  agent  is  not  advised.     The 
Head  Office  will  periodically  advise  the  agent  as  to  the  number 
of  casks  in  hands  of  customers,  or  give  him  sufficient  informa- 
tion as  to  casks  returned,  &:c.,  to  enable  him  to  keep  the  Cask 
Accounts  of  the  agency  himself. 

Any  system  by  which  the  agent  keeps  the  only  Sales  Ledger, 
and  also  sends  out  statements,  stands  self  condemned.  A  repre- 
sentative from  the  Head  Office  should  periodicaliv  be  sent  direct 
to  the  town  or  district  in  which  the  agent  works,  with  a  list  of 
all  J'.ng  o\erdue  accounts,  to  personally  ascertain  the  reasons 
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for  non-payment.  It  is  not  an  uncommon  thing  to  find  that  one 
reason  for  the  delay  in  paying  is  because  the  customers  have 
contra  accounts  against  the  agent  for  goods  supplied  to  the  agent 
in  his  private  capacity.  It  stands  to  reason  that  the  brewery  is 
not  likely  to  be  well  served  in  the  long  run  by  an  agent  who  is 
in  pecuniary  difficulties,  and  a  long  and  heavy  list  of  bad  debts 
will  he  one  of  the  results,  if  nothing  worse.  A  wise  precaution 
to  take  is  to  always  obtain  good  security  or  guarantees  for 
agents,  and  to  insist  on  prompt  remittance  to  the  Head  Office 
of  all  monev  collected  by  them,  such  monev  to  be  sent  intact, 
and  a  cheque  sent  to  the  agent  for  his  expenses, 
commission,  &:c. 


f 


As  to  the  actual  working  of  the  Sales  Day  Book,  the  usual 
plan  is  to  till  out  the  Carmen's  and  Carriers'  Deliver}-  Books 
from  the  Order  Books,  and  treat  the  counterfoil  of  the  Carman's 
Book  as  the  invoice,  as  described  under  the  head  of  Carman's 
Delivery  Book.  The  Sales  Day  Book  is  then  entered  up  the 
following  day  from  the  Carman's  Delivery  Books  and  the 
Carriers'  Books.  If  a  customer  himself  calls  for  and  takes  away 
sav,  a  barrel  of  l)eer,  this  should  he  entered  in  a  Carman's 
Delivery  Book,  and  duly  signed  for  by  the  customer.  A 
Carman's  Delivery  Book  can  always  be  kept  in  the  office  for 
this  purpose. 

When  the  Day  Book  has  been  entered  up  it  should  he  com- 
pared daily  or  weekly  with  the  Cellarman's  Book  or  Sheets,  and 
errors  or  omissions  should  thus  become  impossible.  Care  must 
be  taken  to  see  that  consignees  have  invoices  forwarded  by  post 
when  goods  are  sent  by  rail  or  carrier.  Separate  invoice  forms 
may  he  used  for  this  purpose,  or  a  counterfoil  hook  on  similar 
or  same  lines  to  the  Carmen's  Delivery  Book  may  he  used,  and 
the  detachable  invoices  sent,  leaving  the  counterfoil  as  a  record 
and  for  purposes  of  entering  up  the  Day  Book.    The  Reference 
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column  in  the  Day  Book  is  provided  for  the  purpose  of  enter- 
ing the  number  of  the  Carmen's  Book  counterfoil,  or  a  reference 
to  the  page  in  the  Carrier's  Book.  The  "  Separately  Posted  " 
column  is  for  any  sale  for  which  a  column  is  not  provided- 
such  as  for  Old  Copper  or  Plant,  Old  Casks,  Screenings,  Spent 
Hops,  &c.  &c. 

Beer  used  by  the  men,  beer  allowed  to  brewer  or  managers, 
or  given  away  to  customers  who  call,  must  be  entered  as  Sales, 
either  daily,  weekly,  or  monthly.  Of  course,  this  entr\'  for  beer 
used  on  the  premises  can  be  made  through  the  Journal,  but  it 
will  be  found  more  convenient  to  have  it  in  the  Dav  Book  for 
the  purpose  of  making  the  necessarj-  weekly  or  monthly  entries 
in  the  Beer  Stock  Book. 

The  totals  of  the  various  cash  sales  should  be  entered  daily 
in  the  Sales  Day  Book  into  the  proper  columns.  The  source 
from  whence  these  cash  entries  are  derived  will  be  the  Cash 
Book  itself,  and  the  folio  of  the  Cash  Book  must  be  entered  in 
the  "Ledger  Folio"  column,  and  the  Cash  Book  will  contain 
the  folio  of  the  Sales  Day  Book.  A  good  plan  is  to  have  a 
small  Day  Book  for  Cash  Sales  only,  where  everv-  item  can  be 
entered  from  the  Ticket  Books,  and  each  day  agreed 
with  the  cash  taken,  and  the  daily  total  entered  in  the 
debtor's  Cash  Book  in  the  Beer  Ledger  column.  In  any 
event,  small  duplicate  Ticket  Books  should  be  provided  in  the 
office  for  Cash  Sales,  preferably  one  for  each  kind  of  goods 
— such  as  Yeast,  Grains,  &c. — but  Beer  Sales  must  go  through 
the  Beer  Sales  Day  Book,  so  that  the  cask  numbers 
can  be  dealt  with  and  a  Ledger  Account  opened  for 
each  person  just  the  same  as  for  ordinary  credit  sales.  When  a 
customer  comes  for  any  such  goods  and  tenders  cash,  a  ticket 
or  an  invoice  must  be  made  out,  and  the  duplicate  handed  to 
the  customer,  who  can  thus  present  it  to  the  proper  person,  and 
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receive  the  goods  in  exchange.  If  a  triplicate  book  be  used, 
the  ticket  can  be  receipted,  and  one  given  to  the  customer  to 
retain.  On  no  account  should  any  goods  be  handed  over  by 
any  person  without  the  presentation  of  such  a  ticket.  The 
amounts  and  quantities  of  these  tickets  will  then  each  day  be 
entered  and  analysed  in  a  book  such  as  described,  and  the  totals 
entered  in  the  Cash  Book.  The  Day  Books  will  thus  eventually 
show  the  quantities  as  well  as  the  amounts. 

When  it  is  desired  to  ascertain  the  sales  of  beer  for  any 
given  period  the  totals  of  the  Bottled  Beer  Sales  as  per  Bottled 
Beer  Sales  Day  Book  must  not  be  forgotten. 

In  some  breweries  the  column  for  "  Bought  Beer ''  may  not 
be  required  (except  in  the  Bottled  Beer  Sales  Book),  as  no  trade 
may  have  been  done  in  other  brewers'  beer,  but  it  frequently 
happens  that  certain  tied  houses  find  a  demand,  say,  for  London 
stout,  or  Burton  ales,  which  it  may  be  unwise  to  ignore.  If  any 
beer  bought  from  other  breweries  is  used  for  blending  purposes 
it  should  be  charged  direct  to  a  "  Beer  for  Blending  Account," 
as  it  thus  comes  under  the  head  of  "  Materials  "  for  brewing,  and 
has  nothing  to  do  with  the  ordinary  Bought  Beer  Trading 
Account. 

The  Sales  Day  Book,  both  as  to  Barrelage  Quantities  and 
Amounts,  should  be  cast  periodically,  either  daily,  weekly,  or 
monthly,  and  the  totals  credited  to  the  various  Impersonal 
Accounts — Beer  to  Beer  Sales  Account,  Grains  to  Grains 
Sales  Account,  Yeast  to  Yeast  Sales  Account,  Malt  to  Malt 
Account,  It  will  be  found  convenient,  and  for  purposes 
of  comparing  the  variation  in  the  sales  of  the  different  classes 
of  beer,  if  daily  or  weekly  totals  are  made,  to  have  a  Summary 
Book,  or  use  the  end  of  the  Day  Book,  rather  than 
post  the  weekly  or  daily  totals  separately  to  the  Impersonal 
Ledger  Accounts.  Grains  for  Pigs  or  Horses,  Beer  for  Men,  &c., 
should  go  through  as  ordinar}'  sales  and  accounts  opened  in  the 
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Salts  Ledger  for  same,  which  acrounts  are  transferred  at  the 
end  of  the  year  to  various  Impersonal  Ledger  Accounts,  as 
described  later. 
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Beer  Returns  Book  (Form  17).— 

Ihe  main  difficulty,  as  far  as  bookkeeping  is  concerned,  in 
dealing  with  the  question  of  retumeci  beer  is  the  fact  that  much 
of  the  l)eer  returned  is  quite  worthless,  and  cannot  be  clarified 
or  otherwise  rendered  available  for  working  up  into  future 
brews,  and  sometimes  is  merely  an  attemi)t  on  the  part  of  the 
customer  to  impose  upon  the  brewer.  The  difficultv  is  best 
surmounted  by  having  a  separate  book  for  Returned  Beer, 
instead  of  using  the  end  of  the  Beer  Sales  Dav  Book  for  the 
purpose.  The  brewer  himself  can  keep  details  of  what 
has  lieen  worked  up  again  into  other  brews,  and  make 
an  Annual  Summan-  for  statistical  purposes.  As  indi- 
cated above,  although  a  certain  quantity  may  be  returned, 
it  does  not  necessarily  follow  that  the  quantity  will  be 
allowed  for,  and  great  care  must  be  taken  by  the  manager  to 
see  that  the  firm  is  not  being  imposed  upon  by  the  customers, 
as  it  not  infrequently  happens  that  the  customer  adds  water, 
&c.,  to  the  returned  beer  so  as  to  obtain  a  larger  allowance. 

Sometimes  an  allowance  may  be  made  for  other  reasons  than 
for  beer  returned.  In  those  cases  an  entry  is  made  in  the  above 
mentioned  book,  and  details  put  in  the  "Remarks"  column, 
and  nothing  will  be  entered  in  the  "Quantity  Allowed" 
column.  Credit  Notes  should  always  be  sent  to  the  customers 
when  the  amount  of  allowance  has  been  fixed,  stating,  when 
necessary,  why  the  quantity  allowed  for  does  not  agree  with  the 
actual  quantity  returned.  The  total  of  this  book  will  be  posted 
to  the  debit  of  Beer  Sales  Account,  and  should  be  totalled  in 
the  same  way,  and  up  to  the  same  dates,  as  the  Beer  Sales  Day 
Book. 
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BREWERS     AND    BOTTLERS*   ACCOUNTS. 


Sales  Ledj!:er  (Form  i8).— 

Provision  is  made  on  this  form  for  a  bottled  beer  trade,  when 
bottles  are  charged  to  customers,  but  the  regular  payment  for 
same  is  not  insisted  upon.  (See  Chapter  on  "Bottled  Beer 
Accounts."'  and  Form  27.)  Of  course,  if  there  is  no  bottling 
trade,  the  Ledger  will  only  be  the  usual  debit  and  credit  one, 
with  columns  on  both  sides  for  Date,  Particulars,  Folio,  and 
Amoimt.  Statements  are  sent  out  at  proper  periods,  determined 
by  the  length  of  credit  given,  or  other  reasons.  Of  course,  in 
conformity  with  the  inviolable  rules  of  double-entr\-  bookkeep- 
ing, no  entry  must  be  made  in  this  or  any  Ledger  without  pre- 
viously making  a  corresponding  entry  in  one  cif  the  other  books 
of  account  provided. 


I 

t 
\ 

i.  :' 


At  stocktaking  the  whole  of  the  accounts  must  be  balanced, 
and  any  balances  remaining  must  be  brought  down.  All  abso- 
lutely bad  debts  should  be  written  off  to  the  debit  of  Bad  Debt 
Account,  after  being  approved  by  the  manager,  and  a  list  of  the 
remaining  balances  made  and  divided  into  four  columns:  — 


Good  Debts — Bottles. 
Do.        — Sundries. 


Doubtful  Debts— Bottles. 
Do.  — Sundries. 


It 


As  described  under  the  head  of  "  Quarterly  Balances  Book  " 
(F(.rm  39),  in  Chapter  VIIL,  the  balances  owing  from  all 
customers  (especially  tenants)  for  Loans,  Beer,  Wines,  Minerals, 
Kent,  ^c,  shuuld  htt  cullccted  together  each  quarter  so  as  to 
see  the  total  amount  owing  from  each,  and  attention  is  par- 
ticularly drawn  to  this  matter  as  being  a  most  important  one. 


i 


If  a  jar  trade  is  being  done,  a  column  on  each  side  of  the 
Ledger  could  be  introduced  to  meet  the  case,  or  if  the  jars 
were  numbered  a  column  could  be  intmduceil  into  the 
Customers'  Cask  Account,  as  explained  in  (Chapter  IV. 
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If  the  brewery  is  a  large  one  it  will  be  found  convenient  to 
divide  up  the  work  by  having  two  or  more  Sales  Ledgers,  and 
in  that  case  it  might  also  be  well  to  divide  the  Sales  Day  Books 
into  as  many  books  as  there  are  Ledgers.  The  following 
Sales  Ledgers  are  suggested:  — 

Tied  House  Trade  Ledger. 
Private  Trade  Ledger. 
Free  House  Trade  Ledger. 

These  might  again  be  divided  into  to\Mi  and  countr}'. 
Another  method  is  to  have  separate  Ledgers  for  each  district 
or  round  attended  to  by  travellers.  This  plan  enables  separate 
Statements  and  Advice  Notes  for  every  round  to  be  easily  and 
expeditiously  sent  out  just  before  a  traveller  commences  his 
round.  This  object,  however,  can  also  be  attained  in  another 
manner — i.e.,  in  addition  to  the  usual  index  attached  to  each 
Ledger  a  separate  index  is  provided  for  each  traveller's  round, 
and  the  names  are  entered  therein  also — but  separate  Ledgers 
are  probably  more  satisfactory  and  involve  less  work. 
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CHAPTER   IV. 


CUSTOMERS'    CA5K    LEDGERS    AND    CASK 

REGISTERS. 


The  clerical  work  involved  in  the  keeping  of  an  efficient 
record  of  casks  in  and  out  is  considerable,  but  the  time  and 
money  spent  on  such  work  will  be  found  to  be  amply 
repaid.  If  casks  are  collected  promptly  the  savings  are 
obvious— less  actual  loss  of  casks,  less  "foul"'  casks, 
less  repairs,  less  capital  expenditure  on  casks,  and  there- 
fore less  interest.  There  are  many  systems  in  vogue.  The 
one  given  will  be  found  to  be  very  efficient,  and  not  involving 
any  excessive  amount  of  clerical  work.  The  system  is  as 
follows :  — 

The  number  of  every  cask  leaving  the  brewery  is  taken, 
either  by  the  gate-man  or  the  office  staff,  in  a  book  provided  for 
the  purpose,  and  before  the  cannan  leaves  the  premises  it 
should  be  seen  that  the  number  of  casks  his  van  contains 
corresponds  with  the  total  number  of  distinctive  numbers  taken 
down  by  the  gate-man.  An  account  is  then  opened  in  the 
Customers'  Cask  Ledger  for  each  customer  (see  Form  19),  and 
the  cask  charged  there  with  its  distinctive  number.  There  is 
also  a  Cask  Register  (Form  20),  which  contains  the  numbers  of 
every  cask  possessed  by  the  brewer)-.  The  date  sent  out  and 
the  name  of  the  customer  is  then  entered  against  the  casks. 
When  the  casks  are  returned  the  numbers  are  taken  by  the  gate- 
man  or  office  staff,  the  customer  is  credited  in  his  Cask  Ledger 
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Account  with  the  date  when  the  cask  was  returned,  and  the 
cask  number  in  the  Register  is  treated  in  the  same  way. 

At  the  first  glance  it  may  appear  that  the  work  is  being  done 
twice  o\er,  but  this  is  not  really  so.  For  instance,  it  frequently 
happens  that  an  empty  cask  is  returned  to  the  brewery  by  rail 
or  carrier  instead  of  by  own  carman,  and  without  any  advice 
being  given  to  the  brewery  by  the  customer  who  sent  it.  Now, 
if  there  was  no  Register  of  Casks  it  would  take  many  hours  to 
wade  through  the  Customers'  Cask  Ledger  to  ascertain  who 
returned  it,  but  a  glance  at  the  Register  will  give  the  desired 
information. 

Again,  it  may  at  first  appear  that  the  Register  would 
ser\'e  all  necessar)'  purposes,  and  that  a  Cask  Ledger  Account 
with  each  customer  is  not  necessary.  The  reply  to  this  is  that 
when  it  is  desired  to  get  back  casks,  or  when  a  carman  is  going 
on  a  certain  round,  the  Customers'  Cask  Accounts  on  that 
round  can  be  referred  to,  and  a  list  given  at  once  to  the  carman 
of  casks  in  the  hands  of  such  customers,  or  near  where  he  is 
going  to  deliver  beer,  and  he  is  instructed  to  collect  all  casks 
that  have  been  too  long  out,  and  to  get  in  as  many  of  the  others 
as  possible.  This  looking  up  of  casks  may  also  lead  to  fresh 
orders  being  obtained.  It  is  a  verj-  usual  practice  to  give  each 
caiman  so  much  for  every  cask  brought  in  by  him. 

A  further  use  to  which  the  Register  of  Casks  can  be  put  is  in 
the  case  of  the  brewery  running  short  of  a  particular  size  of  cask, 
say  kilderkins.  By  turning  up  all  the  casks  marked  "  K  "  in  the 
Register  a  list  can  be  made  of  all  kilderkins  likely  to  be  empty, 
and  a  special  effort  made  to  collect  them  by  the  carman,  or  by 
sending  postcards,  if  the  customer  lives  some  distance  away. 

The  forms  explain  themselves.  As  regards  the  Customers' 
Cask  Ledger  (Form  19),  it  is  obvious  that  any  cask  without  a 
date  written  against  the  "  Date  in  "  column  is,  or  should  be,  still 
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in  the  customer's  hands.  It  sometimes  occurs  that  a  mistake  is 
made  in  taking  down  the  numbers,  either  when  being  sent  out 
or  when  returned.  It  is  therefore  advisable,  before  taking  steps 
to  recover  any  cask  shown  by  the  Ledger  to  be  lying  out,  to 
refer  to  the  Cask  Register  to  make  sure  that  it  has  not  been 
sent  elsewhere.  The  Customers'  Cask  Ledger  should  be  a  fairly 
large  book,  so  that  several  divisions  can  be  on  one  page. 
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As  regards  the  Cask  Register  (Form  20),  the  letters  placed 
over  or  against  the  numbers  indicate  whether  the  cask  is  a  hogs- 
head, barrel,  kilderkin,  firkin,  or  pin.  The  book  should  be  a 
fairly  large  one,  so  as  to  have  four  or  five  divisions  on  each 
page.  Some  breweries  divide  the  Cask  Register  into  sections, 
one  section  for  each  size  of  cask.  This  renders  the  collection 
irf  any  particular  size  of  cask  very  easy  when  the  brewery  is 
running  short. 


1- 


'^- 


When  a  cask  is  broken  up  the  cask  clerk  is  informed  of  the 
number  and  size  of  the  cask  so  destroyed,  and  he  writes  in  red 
ink  the  words  "  Broken  up,  Januarj-  ist  1906  "  on  the  line  below 
the  last  date  the  cask  was  returned.  A  note  should  be  made  of 
all  these  numbers,  so  that  they  can  be  used  for  new  casks.  At 
many  large  breweries  a  record  is  made  in  a  similar  manner  of  all 
repairs  done  to  each  cask,  and  the  date  each  cask  was  pur- 
chased, thus  making  the  Register  a  complete  history  of  every 
cask.  A  close  check  can  thus  be  kept,  which  often  results  in 
considerable  savings  being  effected. 


ii«t 


Form  21  is  a  simplified  Cask  Register,  and  only  gives  the 
Customers'  Cask  Ledger  Folio,  and  when  returned  the 
folio  will  be  merely  crossed  through.  One  objection  to  this 
is  that  it  takes  longer  to  look  up  casks  when  running  short  of 
them,  and  is  not  so  neat.  Date  columns  can  be  added  if  desired. 
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Form  Ji.— 


CASK    REGISTER   (No.  2). 


No.  of 
Cask 

Size 

Folio  of 

Customers' 

Cask 

Ledger 

5?^ 

Folio  of 

Customers' 

Cask 

Ledger 

&c. 

&c. 

&c. 

Aec. 

lOOI 

B. 

X^ 

17 

1002 

K. 

^ 

193 

1003 

F. 

1004 

P. 

1003 

P. 

181 

1006 

B. 

Case  and  Jar  Register  and  Ledgers.— 

If  both  cases  and  jars  are  numbered  they  can  be  treated  in 
exactly  the  same  manner  as  the  casks,  as  described  above.  If 
they  are  not  numbered,  it  is  impossible  to  keep  a  Register 
similar  to  the  Cask  Register,  but  Ledger  Accounts  can  be 
opened  for  each  customer  with  debit  and  credit  columns  pro- 
vided for  the  different  sizes  of  cases  and  jars,  as  indicated  on 
Form  22.  If  there  are  only  one  or  two  sizes  of  cases  used  (and 
the  same  applies  to  jars)  the  customer's  account  in  the  Sales 
Ledger  could  have  columns  provided,  thus  avoiding  the  neces- 
sity of  keeping  a  Customers'  Case  and  Jar  Ledger.  (See  also 
Form  18.) 

Generally,  if  at  any  time  it  becomes  necessary  to  charge  a 
customer  with  the  cost  of  jars,  cases,  or  casks  lost  or  not 
returned,  care  must  be  taken  to  see  that  the  amount  is  credited 
to  Jar,  Case,  or  Cask  Account,  as  the  case  may  be,  and  not  to 
Beer  Sales. 
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CHAPTER  V. 
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BOTTLED  BEER  ACCOUNTS. 


The  whole  question  of  the  bottling  of  beers  and  the  selling 
of  same,  as  affecting  a  system  of  bookkeeping,  is  a  curiously 
difficult  one.  To  keep  an  efficient  record  involves  much  clerical 
labour,  but  it  is  of  great  importance  that  thorough  checks 
should  be  exercised,  not  only  to  prevent  irregularities,  but  to 
prevent  heavy  losses  of  bottles,  stoppers,  and  cases.  Brewers 
are  being  more  and  more  induced  to  develop  this  class  of  trade, 
as  at  the  present  time  there  is  a  large  public  demand  for  light 
bottled  ales.  Its  rapidly  growing  importance  therefore  merits 
special  attention. 

The  capital  expenditure  needed  for  a  bottling  trade  is  con- 
siderable, involving,  as  it  does,  bottling  and  <-orking  machines 
and  aerating  plant,  and  many  brewers  also  have  refrigerating 
plant,  to  cool  the  ale  before  bottling.  There  is  also  the  very  con- 
siderable cost  of  bottles  and  screw  stoppers,  and  great  loss  may 
result  if  these  are  not  carefully  looked  after,  more  especially  as 
it  is  usually  found  that,  owing  to  competiti(»n,  charges  for 
bottles  cannot  be  enforced  except  at  the  risk  of  losing 
customers.  A  further  ((implication  arises  from  the  fact  that  in 
most  cases  other  makers'  l>eers  are  bottled — such  as  Guinness, 
Allsopp,  and  Bass,  and  also  cider — on  which  probably  a  quite 
different  ratio  of  profit  is  obtained  from  that  of  the  brewery's 
own  beers.  It  might  be  suggested  that  the  simplest  plan  of  deal- 
ing with  the  Bottling  Branch  is  t(»  treat  Sales,  Purchases,  and 
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Beer  used  as  a  separate  department,  and  charge  up  to  that 
department  the  beer  supplied  by  the  brewery.  This  may  look 
easy,  but  in  practice  it  is  not  so,  for  the  following  reasons :  — 

(i)  The  difficulty  of  fixing  upon  the  price  at  which  the  beer 
should  be  charged  to  the  Bottling  Department.  If  at 
cost,  what  is  the  real  cost  price?  If  at  free  house  sell- 
ing price,  less  the  usual  discounts,  this  will  swell  the 
Discount  Account,  and  when  the  Bottling  Department 
in  its  turn  allows  trade  discounts  to  its  own  customers 
these  will  again  inflate  the  Discount  Acrcv.iU. 

(2)  If  charged  at  selling  price  the  Brewer}-  Trading  Account 

might  be  showing  a  profit  on  sales  which  it  had  never 
made,  as,  if  there  happened  to  be  a  large  stock  of 
bottled  beer  at  the  date  of  stocktaking,  this  would 
include  a  brewery  profit  not  really  earned  until  the  stock 
is  sold. 

(3)  To  arrive  at  the  real  profit  or  loss  made  by  the  Bottling 

Department  it  would  be  necessary  to  keep  all  discounts 
on  bottled  beer  separate,  and  this  would  probably 
involve  the  keeping  of  separate  Ledger  Accounts,  the 
sending  out  of  separate  invoices,  and  even  possibly  the 
keeping  of  separate  vans  for  delivery,  and  multiplication 
of  work  generally.  It  might  be  carried  out  in  a  very 
large  concern,  but  would  probably  be  found  far  too 
elaborate  and  expensive  in  a  smaller  one. 

As  a  serious  attempt  to  meet  the  many  little  difficulties 
which  present  themselves  (in  addition  to  those  enumerated 
above)  the  following  system  is  put  forward,  which  can  be 
modified  or  extended  according  to  individual  requirements.  It 
is  assumed  that  the  proprietors  wish  to  keep  the  various  kinds 
of  beer  sold  distinct  as  a  check  upon  the  stock.     Of  course. 
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if  this  is  not  required,  the  whole  system  is  much  simplified — 
but  at  the  cost  of  efficiency:  — 

(i)  Keep  beer,  &:c.,  of  other  makers  quite  distinct  as  regards 
Purchases,  and  also  when  bottled.  Keep  Sales  quite  dis- 
tinct. This  will  enable  the  Own  Beer  Manufacturing 
Account  and  the  Bought  Beer  Trading  Account  to  show 
correct  results. 

(2)  Keep   a    Bottling   Book   to   ascertain    and   cht-ck   waste^ 

&c.     (Form  23.) 

(3)  Keep  a  Bottled  Beer  Stock  Book.     (Form  24.) 

(4)  Keep  a  separate  Bottled  Beer  Sales  Book  to  avoid  making 

the  ordinary  Beer  Sales  Book  too  bulky,  or,  in  the  alterna- 
tive, provide  a  column  for  dozens  of  pints  and  dozens  of 
half-pints,  and  any  other  size  of  bottle  that  may  be  used. 
If,  however,  the  bottles  and  stoppers  are  charged  for, 
this  would  necessitate  further  columns,  and,  if  beer  is 
sold  in  jars,  still  more  columns.  It  is  therefore  recom- 
mended that  a  separate  book  be  kept  for  Bottled  Beer 
Sales,  although  one  Drayman's  Delivery  Note  or  Invoice 
sometimes  is  made  to  contain  both  cask  and  bottled 
beer.  (Forms  26,  27,  and  28.)  Of  course,  if  no  bottle 
trade  is  done,  but  a  jair  trade  is,  then  the  ordinary  Sales 
Day  Book  can  easily  be  adapted  to  meet  this. 

Of  course,  these  Stock  and  Bottling  Books  can  be  dispensed 
with  in  a  small  concern  where  few  clerks  are  kept,  but  it  will 
be  at  great  risk.  In  many  small  breweries  it  would  pay  to 
engage  an  extra  clerk  to  keep  all  stock  records,  and  possibly 
assist  in  keeping  Cask  and  other  Books,  and  who  would  have 
nothing  to  do  with  keeping  Ledger  Accounts  or  the  actual 
handling  of  cash. 

Bottling  Book  (Form  33).— 

This  form  is  self-explanatory.  It  is  well  to  enter  each  barrel 
on  the  received  side  on  a  separate  line,  and  the  number  of 
bottles  it  should  produce,  and  when  bottled  the  resulting  dozens 
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<in  pints)  will  appear  on  the  same  line,  thus  imposing  a  very 
efficient  check  on  waste.  The  deficiency  or  surplus  will  be  in 
dozens,  or  part  of  dozens,  of  pints.  The  reference  folio  on  the 
received  side  is  to  Invoice  Book  if  for  bought  beer,  or  to  Cellar 
Book  or  Sheets  if  for  beer  of  own  brewing.  Sometimes  there  are 
bottled  different  qualities  or  varieties  of  other  makers'  beers, 
m  which  case  a  separate  column  on  both  sides  should  be  pro^ 
vided.  The  received  side  must  be  checked  by  a  clerk  or 
official  who  has  nothing  to  do  with  the  handling  of  the  goods, 
and  he  x^nll  insert  the  necessary  reference  folios.  If  bottles 
other  than  the  ordinary  pints  and  half-pints  are  used,  further 
columns  for  such  sizes  must  be  provided  on  the  beer  bottled 
side  under  each  class  of  beer. 
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Bottled  Beer  Stock  Book  (Forms  24  &  25).- 

This  book  should    be    kept    in    the    office,    and  not  at  the 

bottling  store,  as  it  is  to  act  as  a  check  on  the  bottled  stock. 

Two  forms  of  books  are  given,  but  the  most  convenient  is  No. 

25,  which  has  an  index,  and  devotes  a  separate  page  to  each 

kind  of  beer  bottled,  divided  into  pints  and  half-pints,  &c.    The 

book  starts  with  stock,  and  to  this  is  added  the  beer  bottled 

as  per  Bottling  Book ;    the  weekly  or  monthly  totals  of  the 

quantities  of  the  Bottled  Beer  Sales  Book  are  entered  on  the 

credit  side.     The  difference  should  be  stock,  which  should  be 

taken  every  month,  or  when  otherwise  considered  necessary,  any 

differences  to  be  written  in  in  red  ink,  after  due  inquiry.  A  record 

should  be  kept  at  the  stores  of  any  full  bottles  burst  or  broken. 

The   quantities  of  returns   will   be  debited   from   the   Bottled 

Sales  Returns  Book,   if  considered  good  and   saleable.     The 

"  Particulars "  columns  on  each  side  are  for  any  remarks,  and 

for  such  notes  as  "  Stock,"  "  Beer  Returned  and  Saleable,"  &c. 
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BOTTLED    BEER    STOCK    BOOK. 
Description— Gm/««^5s  Double  Stout. 


Bottled  per  Bottling  Book 


Date 


Particulars 
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Bottled  Sale*  Books. - 

These  contain  all  Sales  of  Bottled  Beer,  Cider,  &c.,  as  per 
Draymen's  Books.     On  the  same  page  columns  are  provided  for 
all  returns  of  empties,  as  bottles  come  back  practically  ever> 
time  a  new  delivery  is  made. 

Now  the  arrangement  of  these  books,  and  the  Sales  Ledger 
also,  depends  upon  which  of  three  systems  the  bottles  are 
treated :  — 

(i)  When  the  bottles  and  stoppers  are  charged  for  and  included 
tn  the  total  of  the  invoice  and  shown  on  the  subsequent  statement 
as  goods,  without  any  distinction.  In  this  case  Form  26  will  be 
necessar)'.  If  any  botUes  are  returned  short  of  stoppers  a 
deduction  is  made.  The  price  at  which  bottles  without 
stoppers,  or  vice  versa,  will  be  credited  is  usually  stated  on  the 
Drayman's  Delivery  Form. 
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If  any  full  bottles  of  beer  are  returned  the  end  of 
the  book  must  be  used,  or  a  separate  Returns  Book, 
otherwise  it  would  be  necessary  to  have  columns  for 
every  kind  of  beer  returned  on  each  page  of  the  Sales  Day 
Book.  This  would  make  the  book  verj-  bulky,  and  is  not  neces- 
sary-. The  information  as  to  returns  is  usually  taken  from 
the  counterfoils  of  the  Draymen's  Books,  but  great  care  must 
be  taken  to  see  that  the  goods  actually  do  come  back,  otherwise 
by  collusion  between  a  drayman  and  a  customer  frauds  might 
go  on  unchecked. 

The  cases  in  which  bottled  beer  is  usually  delivered  are 
seldom  charged  for  unless  not  returned,  but  are  numbered  and 
branded,  and  a  Case  Book  kept  on  similar  lines  to  the  Cask 
Register  (see  Cask  Register),  and  it  is  usually  found  sufficient 
to  keep  cases  under  numbers  in  this  manner,  and  not  keep  a 
Ledger  Account  with  each  customer  as  regards  the  distinctive 
numbers,  but  there  is  nothing  to  prevent  this  being  done  if 
desired.  The  Ledger  will  show  the  total  number  of  cases  each 
customer  has  in  his  possession. 

The  column  for  numbers  of  cases  is  for  the  number  of  cases 
delivered,  not  the  distinctive  numbers  of  such  cases. 

The  total  of  the  money  column  for  bottles,  &c.,  is  credited  to 
a  '•  Resene  for  Bottles  Charged  to  Customers  "  Account.  (See 
notes  under  the  latter  account.)  The  total  of  Guinness,  &c., 
sold  is  credited  to  "  Bought  Beer  Sales,"  and  the  "  A.  K.,"  &c., 
to  credit  of  "  Own  Bottled  Sales  Account,"  Weekly  or  Monthly 
Summaries  being  made  in  the  Bottled  Beer  Day  Book  or  a 
Summary  of  Bottled  Beer  Sales  Book. 

The  Sales  Ledger  to  work  with  this  form  and  system  needs 
only  an  extra  column  for  number  of  cases  on  debit  and  credit, 
the  only  description  being  "  To  Beer  Sales,"  "  Bottled  Sales," 
&c.,  as  it  is  really  not  necessary  under  the  above  circumstances 
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to  have  separate  Ledgers  for  bottled,  as  distinct  from  cask 
trade. 

(2)    When  the  bottles,   ^r.,  are  charged,   but  regular  payment 

for  same  each  month  not  enforced — i.e.,  when  a  record  is  kept  in 

the   Ledger  of  quantities   and    values   of   bottles,   but   only  as   a 

record,  for  enforcement  of  payment  if  necessary.     In  this  case — 

and  it  is  the  most  usual  one — Form  27  is  used,  and  the  Ledgers 

and    statements    are    divided     up     accordingly.      The    totals 

are  posted  in  the  same  manner  as  under  Form  26.     The  Sales 

Ledger  will  be  ruled  as  per  Form  18,  and  if  any  cash  is  received 

for  bottles  not  returned  it  will  be  credited  to  Bottles  column  in 

the  Ledger  (both  quantities  and  money).    If  any  bottles  without 

stoppers  are  returned  a  note  is  made  in  the  Day  Book,  and  a 

Demand  Note  should  be  sent  in  to  the  customer  and  charged 

ui)  through  Sundry  Sales  at  the  end  of  the  month,  should  the 

applications  for  them  to  be  made  good  have  been  unsuccessful. 

All  Statements  and  Delivery  Notes  should  state  that  payment 
for  all  bottles  and  stoppers  not  returned  will  be  strictly  enforced. 
A  point  to  be  carefully  borne  in  mind  is  that  the  charging  out 
of  bottles  to  customers  is  not  a  sale  in  the  actual  sense  of  the 
word,  as  it  is,  of  course,  anticipated  that  they  will  be  returned, 
and  therefore  the  total  of  the  debtors,  which  will  include  both 
goods  and  bottles,  does  not  truly  represent  the  sum.  that  will  be 
collected.  To  some  extent  the  position  is  similar  to  that  when 
goods  are  sent  out  "  on  sale  or  return." 

An  account  is  therefore  opened  in  the  Impersonal  Ledger, 
called  "  Resen-e  for  Bottles  Charged  to  Customers."  The  total 
amount  of  the  Bottle  column  is  credited  to  this,  and  it  is  debited 
with  total  of  bottles  returned.  When  drawing  up  the  Balance 
Sheet  the  credit  balance  of  this  Reserve  for  Bottles  Sold  Account 
should  be  deducted  from  the  debtors  in  the  same  manner  as  a 
Reserve  for  Bad  Debts. 
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AdmittedJy  some  of  the  bottles,  having  been  broken  or  lost 
by  the  customers,  and  possibly  paid  for  by  them,  will  therefore 
never  appear  as  returned  bottles  and  be  debited  to  this  account, 
consequently  it  is  not  technically  correct  to  deduct  the  whole 
balance  from  debtors.  It  is,  however,  an  error  on  the  right  side, 
and  may  be  looked  upon  as  a  further  resen'e  against  bad  debts, 
but  if  it  is  desired  to  be  absolutely  accurate  it  would  be  neces- 
sar}'  to  keep  an  exact  account  of  all  bottles  paid  for  by 
customers,  or  declared  bad  and  irrecoverable,  and  at  end  of  year 
debit  Reserve  for  Bottles  Sold  Account,  and  credit  the  asset  of 
''  Bottles  "  with  the  total  of  same. 

In  cases,  by  no  means  rare,  where  the  brewery  charges  bottles 
to  customers  above  the  actual  cost  price  of  such  bottles  and 
stoppers,  the  accumulaton  of  the  "  Reserve  for  Bottles  Sold  " 
becomes  more  marked,  and  it  actually  contains  a  real  profit 
reprersenting  the  profit  on  bottles  charged  above  cost  and  not 
returned,  or  not  likely  to  be  returned  owing  to  breakages,  &c., 
less  the  actual  cost  of  same.  The  best  plan  is  therefore  to 
allow  the  resene  to  accumulate  ;  in  fact,  there  seems  no  other 
alternative,  or  at  least  not  one  easily  workable. 

(3)  ^Vhfft  the  money  lvalue  of  bottles  is  not  charged  Form  28 
is  used.  This  explains  itself.  Money  totals  are  treated  as 
before.  The  Sales  Ledger  will  have  columns  for  quantities  of 
bottles  and  cases,  but  no  money  column  for  same,  and  once 
yearly  at  least  these  should  be  agreed  with  the  customers, 
and  a  charge  made,  if  possible,  for  whatever  the  customers 
cannot  account  for.  Probably,  however,  the  customer,  if  a 
retailer,  will  declare  that  the  bottles  will  all  come  back  in  due 
course  and  will  object  to  pay  for  them.  Local  custom  and  the 
amount  of  competition  varies  in  different  parts  of  the  country, 
and  will  influence  to  a  great  extent  how  this  matter  can  be 
grappled  with.     Frequently  it  is  a   case  of  losing  either  the 
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customers  or  the  value  of  the  bottles,  and  is  never  satisfactory. 
It  is,  of  course,  absokitely  necessary  to  have  the  name  of  the 
brewery  company  blown  on  the  bottles,  and  every  Delivery 
Note  and  Statement  should  plainly  set  out  that  all  bottles, 
stoppers,  cases,  barrels,  &r.,  not  returned  will  be  charged  for. 

The  Order  Sheets  or  forms  sent  from  office  to  bottling  store, 
and  without  which  no  goods  must  be  allowed  by  the  foreman 
to  go  out,  should  be  treated  in  the  same  manner  as  customers' 
orders.     (See  Chapter  III.) 

Carman's  (Bottled  Beer)  Delivery  Book  (Form  39)  — 

Wheye  bottles  are  charged,  but  monthly  payment  for  same 

not  insisted  upon. 

This  form  is  to  be  used  when  the  Bottled  Sales  Day  Book 
in  use  is  as  per  Form  27.  In  many  firms  the  cases  are  not 
numbered,  but  only  branded  with  the  name  of  the  company. 
Where  this  holds  good  no  space  need  be  provided  for  dis- 
tinctive numbers  of  cases  returned.  It  should  be  noted  that 
where  corks  are  sent  out  instead  of  screw  stoppers  the  price  for 
the  bottles,  &c.,  is  usually  different,  and  the  word  "corks" 
should  be  written  after  the  letters  "  A.  K."  in  the  Description 
column.  If  any  full  bottles  are  returned  the  fact  must  be  noted 
clearly,  but  as  it  does  not  occur  very  often  it  is  hardly  worth 
while  providing  a  special  column.  Perhaps  a  better  plan  to 
deal  with  full  bottles  returned  is  for  the  carman  to  fill  up  a 
separate  Delivery  Note,  marking  it  clearly  "  Credit  Note." 

Carman's  (Bottled  Beer)  Delivery  Book.— 

Where  bottles  are  charged  and  paid  for,  as  per  Form  26. 

This  form  will  be  exactly  similar  to  the  above,  except  that  the 

column  under  Bottles  and  Stoppers,  marked  £  s.  d.,  is  expunged 

from  the  Deliver)-  Note  (but  analysed  into  bottles  and  beer  in 

the  Sales  Book),  as  the  value  is  included  in  the  money  column. 
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The  reas(m  for  not  showing  the  "Amount  for  B^-ttles"  on  the 
Delivery  Xote  is  that  if  rustoniers  notice  they  are  l-eing  charged 
separately  they  will  with  (liffi(ni1ty  l»e  persiiaderl  to  pay  for  the 
iK.ttles,  whereas  if  th*-  Ijeer  and  the  bottles  are  Loth  included 
in  one  amount  the  customers  cannot  dissect  the  Delivery 
Notes,  and  the  prol>al)ility  of  obtaining  payment  in  full  is  much 
increased. 

Where  the  botdes  arc  not  charged  for  the  form  will  be  the 
same  as  the  one  just  mentioned,  but  will  require  no  Amount 
column  in  the  returns  portion. 
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CHAPTER    VI. 


CASH,    PETTY  CASH,    BILLS   RECEIVABLE,    BILLS 
PAYABLE,   AND   WAGES   BOOKS. 


Debtors*  Cash  Book  (Form  30).— 

It  is  convenient  to  have  a  separate  Cash  Book  for  cash 
received  from  debtors,  as  it  naturally  enables  the  Sales  Ledger 
clerk  to  proceed  with  his  posting,  without  delaying  the  posting 
of  the  Bought  and  Private  Ledgers,  &r.  Further,  it  is  not 
always  desired  that  the  bookkeepers  engaged  on  the  Sales  and 
Bought  Ledgers  should  see  all  the  private  cash  transactions.  A 
tenant  will  often  pay  his  accounts  for  beer,  rent,  interest,  &C.,. 
in  one  cheque,  and  to  meet  this  contingency  columns  are  pro- 
vided in  the  Debtor  Cash  Book;  but  rents  and  interest  can- 
be  entered  direct  into  the  Bank  Cash  Book  if  desired. 

A  further  advantage  is  that  the  correctness  of  the  posting  of 
the  Sales  Ledger  can  be  proved  by  means  of  totals  through  an 
account  called  the  Sales  Ledger  Account ;  in  other  words,  the 
Sales  Ledgers  can  be  made  self-balancing.  This  question  is 
fully  dealt  with  under  the  head  of  "  Sales  Ledger  Account,"  in 
Chapter  IX.  If  there  is  more  than  one  Sales  Ledger,  then  by 
means  of  further  columns  in  both  Cash  and  Dav  Books,  or 
separate  Cash  and  Day  Books  for  each  Ledger,  the  postings  of 
each  Ledger  can  be  proved  separately.  For  large  concerns  the 
system  is  strongly  recommended,  more  especially  when  there  is 
enough  work  involved  in  the  keeping  of  each  separate  Sales 
Ledger  to  occupy  the  time  of  one  clerk. 


♦  .■, 


brewers'  and  bottlers'  accounts. 


71 


I 

0 

y.    j<          1 

■3 

• 

f 

u  e  0 

(A 

^  rtsa            1 

«« 

^ 

^ 

1 

2  ii  s        .    ; 

\ 

V-M            I 

•0 

0              0 

0       f     00 

1 

tn 

0           C 

0         0        w 

H 

Vrf 

N                 >0 

-*     0      0 

-3 

0 

1 

0           j: 

««             ^          -^ 

•  • 

*  " 

0         •        ; 

"I- 

0 

J            0 

tv 

' 

' 

0 

1 
1 

1 

•T3 

M 

, 

, 

c           U 

as 

(fl 

0 

m 

* 

6 

•0 

0 

-*     00 

ui 

(/) 

0 

•        ro       M 

0 

0 

6C   0 

^ 

M                          • 

0        0 

-0  cc   ! 

0 

«        5     ' 

Sc      8 

ii  .       If, 

-r             ; 

•                   • 

• 
• 

< 

V 

®  £  '    Q 

Vrt 

0 

6 

0 

«o     0 

- 

fc 

«>• 

' 

c/) 

„  —  . 

(C 

( 

•       0     • 

u    • 

0 

1 

c 

1.. 

u 

I 

! 

ill 

00     CQ 
c          0 

• 
• 

1 

CQ       » 

M            ri 

_.. 

~ 

•                 • 

• 

. 

•                • 

• 

•                 • 

. 

* 

8 

•                 • 

. 

• 

«§ 

c 

. 

'M 

0 

•)-•             • 

«i 

^ 

J    0 

C 

In 

1 

■5 

0 

> 

i 

_ 

u     • 

• 

\ 

•   • 

0    • 

■ 

i 

^ 

&• 

•   ■ 

in 

. 

tt 

.   • 

OJ  T 

" 

1 

.Z   If. 

^ 

^'% 

6 

• 

0 

Z 

^     6 

J3            *« 

Q 

fO 

E 

0    1— i 

73      0 

_ 

u 

0 

m       » 

k          « 

£ 

[L 

1   0 

Q 

"  S 

<( 

f 


« . 


% 


fill' 


! 


I 


'•H 


r. 


'r 


f.i. 

k 


72 


brewers'  and  bottlers'  accounts. 


The  book  should  be  wide  enough  to  allow  for  all  the  columns 
to  be  on  one  page,  as  no  credit  side  is  required.  The  book 
will  then  be  paged,  not  folioed,  and  the  totals  carried  from  page 
to  page  until  the  end  of  the  month. 

The  Debtor  Cash  Book  is  cast  periodically,  say  monthly,  and 
the  total  of  discounts  debited  to  "  Discounts  on  Sales  "  Account. 
The  total  of  cash  received  is  transferred  to  the  Bank  Cash  Book 
whenever  money  is  paid  into  the  bank,  which  should  be  daily. 

If  there  is  a  wine  and  spirit  and  mineral  business  attached,  it 
would  be  necessary  to  have  columns  in  this  book  for  both  Cash 
and  Discount  received  for  wine,  &c.,  or  have  separate  Cash 
Books ;  but  this  latter  plan  of  separate  Cash  Books  is  awkward 
to  carr>^  out  if  the  customer  pays  all  his  accounts  in  one  cheque. 

Where  transferring  the  daily  total  to  the  Bank  Cash  Book  it 
is  only  necessary  to  draw  a  line  after  the  last  item  in  the  Total 
column,  cast  the  items,  and  enter  the  amount  into  the  «  Trans- 
ferred to  Bank  Cash  Book  "  column  with  the  folio  of  the  Bank 
Cash  Book,  and  the  latter  book  will  have  the  folio  of  the 
Debtor  Cash  Book  entered  therein. 

The  total  of  the  various  columns  at  the  end  of  the  month  will 
agree  with  the  Bank  Cash  Book  column. 

Travellers'  Cash  Book  (Form  31).— 

In  most  concerns  the  tiavellers  may  be  two  or  three 
days  away  on  a  round  ;  and  in  some  businesses,  such  as  the 
Burton  Breweries,  whose  customers  are  spread  over  a  very  wide 
area,  a  traAeJler  may  be  appointed  to  work  a  particular  dis- 
trict, who  resides  there,  and  appears  at  the  Head  Office  very 
rarely.  If  the  system  in  vogue  compels  the  traveller  to  remit  in 
full  all  money  received  without  deductions  for  expenses,  the 
ordinary  Debtor  Cash  Book  will  meet  the  case.     But  as  the 
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amounts  are  sometimes  collected  in  hard  cash,  and  not  in 
cheques,  the  traveller  is  usually  permitted  to  utilise  part  of  the 
cash  for  his  travelling  expenses,  &c.  Then  a  special  book  is 
necessary,  which  can  either  be  divided  up  into  sections,  or  a 
separate  bfK>k  can  be  pro\'ided  for  e\ery  traveller  employed. 


1 

,   i  i    .      i 
•  :         t. 


N::^ 


Of  course,  if  the  traveller  is  only  away  two  or  three  days, 
and  does  not  remit,  but  brings  the  whole  amount,  less  expenses, 
back  with  him,  his  receipts  can  then  be  entered  up  in  the 
Debtor  Cash  Book  in  full,  and  the  amount  of  his  expenses  made 
good  out  of  the  petty  cash. 

The  effect  of  using  a  Travellers'  Cash  Book  is  that  the  Head 
Office  has  an  account  with  each  traveller,  and  enables  the  post- 
ing of  the  cash  to  the  Sales  Ledgers  to  go  on  uninterruptedly. 
It  is  clear  that  if  the  traveller  remitted  lump  sums  to  the  Head 
Office  they  could  not  be  entered  in  the  Debtor  Cash  Book  in 
detail,  and  so  into  the  Sales  Ledgers,  until  the  whole  amount 
■collected  had  been  received,  at  any  rate  without  seriously 
interfering  with  the  daily  banking  of  the  cash. 


I  I 


The  debit  of  the  Travellers'  Cash  Book  and  the  Expenses 
column  are  filled  up  from  sheets  sent  in  daily  by  the  travellers, 
and  the  amount  remitted  by  the  traveller,  when  received,  is 
posted  from  the  Bank  Cash  Book  to  the  column  headed 
"  Remitted  to  Head  Office."  This  book  should  be  kept  posted 
up  very  closely,  as  travellers  may  get  behind  in  their  payments. 

The  size  of  the  book  could  be  reduced  by  having  only  one 
Expense  column,  but  this  would  necessitate  such  column  being 
analysed  instead  of  having  the  book  self-analysing,  as  shown  on 
the  form. 
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Bank  Cash  Book  (Form  32)  — 

The  f(jrm  of  this  book  is  based  on  the  supposition  that  there 
is  no  Creditors'  (or  Bought  Ledger)  Cash  Book  (see  Form  33) 
in  use,  but  where  there  is  one  the  Folio  and  Discount  (Bought 
Ledger)  culumns  are  unnecessary^  in  the  Bank  Cash  Book,  as 
the  daily  and  weekly  totals  of  the  Creditors'  Cash  Book  can  be 
entered  in  the  Separately  Posted  column. 

Although  the  Bought  Ledger  (Njlumn  can  be  done  without,, 
as  can  als«.  that  on  the  debit  side  for  Debtors'  Cash 
if  there  are  separate  Cash  Books  for  debtors  and  creditors, 
vet  it  is  better  to  have  these  columns  in  the  Bank  Cash 
Book,  as  then  any  error  in  transferring  from  the  subsidiary^ 
Cash  Books  to  the  Bank  Cash  Book  can  be  detected  at  the  end 
of  the  month  by  comparing  the  totals. 

The  St-parately  Posted  (-olumn  on  the  debit  side  contains  the 
balance  at  commencement  of  month,  and  all  receipts  for  such 
items  as  New  Capital,  Sales  of  Properties,  and  any  other 
special  items. 

The  Bank  column  on  both  sides  is  checked  at  regular 
inter^'als  with  the  Bankers'  Pass  Book.  If  there  is  a  Creditors' 
Cash  Book  in  use  the  two  books  must  be  used  together  when 
checking  with  the  Pass  Book.  The  total  of  the  Discount 
column  must  be  posted  to  the  credit  of  Discount  on  Purchases 
Account.  All  receipts  for  payments  should  be  arranged  in  order 
of  the  Cash  Book  items,  and  numbered,  and  the  numbers 
entered  in  the  Voucher  Number  column.  The  book  will  be 
folioed,  not  paged.  In  entering  payments  for  Rent,  Rates, 
Insurance,  Gas,  &c.,  full  details  should  be  written  in;  for 
example  :  — 

Jan.  26.     By  "  Red  Lion,"  Poor  Rate,  6  months  to 


o 


ti 


March  1906  . .         .  •         •  •  /^* 

Smith,    ••  Half    Moon,"    i    quarter's 

Rent  to  December  1905  . .         . .    10    o    o 
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And  the  same  remark  applies  to  all  rents  received.  Much  time 
and  trouble  is  saved  at  the  audit  by  entering  these  details  when 
writing  up  the  Cash  Book,  and  also  by  entering  them  in  the 
Impersonal  Ledger  Accounts  for  rent,  &c.,  which  will  then 
contain  full  details,  to  enable  prepaid  and  outstanding  amounts 
to  Ije  calculated. 

In  agreeing  the  Bankers'  Pass  Book  with  the  Bank  Cash  Book 
adjustments  are  usually  found  necessary,  and  it  is  well  to  enter 
into  the  latter  book  at  the  end  of  the  month  a  memo  in  red 
ink  showing  how  the  two  have  been  agreed,  as  follows:  — 

Balance  as  per  Cash  Book £400    °    o 

i4i^:— Cheques  paid  away,  not  yet 
presented  for  payment — 


Jan.  I.     Jones 
12.     Smith 


"  £10    5     o 
16     o     o 


Less :  Paid  in  but  not  yet  credited 
by     Bankers     (such     as 
Scotch  cheques,  &c.) — 
Jan.  30 £26    o    o 


26    5     o 
426    5     o 


31 


100    o    o 


Balance  as  per  Bankers'  Pass  Book 


126    o    o 
£500    o     o 


Creditors*  Cash  Book  (Form  33)  — 

As  explained,  this  book  is  optional,  and  it  is  not  necessary 
when  the  official  who  keeps  the  Bank  Cash  Book  also  keeps 
the  Bought  Ledger,  or  when  it  is  not  considered  necessary  to 
treat  the  Bank  Cash  Book  as  more  or  less  a  private  one.  The 
book  is  paged,  and  hardly  requires  explanation.  The  discounts 
are  cast  mcmthly,  and  posted  to  credit  of  Discount  on  Purchases 
Account.  When  it  is  desired  to  check  the  Pass  Book  with  the 
Bank  Cash  Book  the  Cash  column  in  the  Creditors'  Cash  Book 
is  cast,  a  line  drawn  under  the  last  item,  and  the  total  carried 
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to  the  "  Transferred  to  Bank  Cash  Book  "  column.     This  last 
column  is  cast  in  monthly  totals. 

Form  33.— 

CREDITORS'   CASH    BOOK. 


# 
Date 


o 

3 
O 
> 


Name 


c  a< 

id 
**»  3 

o 


1905 

Jan.  6 


20  j  Jones  

21  Smith 

22  Robinson,  on  A/c  . 


46 
88 


Discount 

Cash 

Transferred 

to  Bank 
Cash  Book 

1 
Folio 

£    s    d 
0  Id    0 
006 

£    s    d 

900 

056 

100    0    0 

£    s    d 
109    5    6 

Petty  Cash  Book  (Form  34).— 

A  cheque  is  drawn  to  commence  with  for  an  amount  sufficient 
to  last,  say,  a  week,  and  debited  on  the  "  received  "  side,  with 
the  Cash  Book  folio  against  it.  The  particulars  of  all 
payments  are  entered  in  the  space  provided,  and  the  amount 
entered  in  the  Amount  column.  The  right-hand  page  is 
divided  into  appropriate  headings  for  the  analysis  of  the 
Amount  column,  with  the  addition  of  a  "Separately  Posted" 
column  for  items  for  which,  owing  to  their  special  nature  or 
because  the  items  are  so  infrequent,  a  special  one  is  not 
necessarv. 

Cheques  are  drawn  for  further  cash  from  time  to  time,  and 
the  book  is  cast  weekly  or  monthly,  and  the  totals  of  all 
columns,  except  the  "  Separately  Posted "  column,  are  debited 
to  the  various  P^xpense  Accounts. 

If  the  Imprest  System  is  preferred  the  book  is  cast  weekly, 
and  a  cheque  for  the  exact  amount  is  drawn,  and  the  analysis 
of  the  expenditure  entered  in  the  Bank  Cash  Book  and  posted 
from  this  latter  book  to  the  Expense  AccNuints.  This,  however, 
involves  more  posting  to  the  Impersonal  Ledger  and  more 
writing  in  the  Bank  Cash  Book. 
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Bills  Receivable  (Form  35).— 

It  is  usual  to  give  each  bill  a  number.     The  money  column 
is  cast  up  annually  (or  whenever  it  is  desired  to  balance  the 
account  in  the  Impersonal  Ledger)  and  the  total  debited  to  Bills 
Receivable  Account  in  the  Impersonal  Ledger,  which  account 
is  credited  with  the  cash  when  the  bill  is  met,  if  not  previously 
discounted.      If   any   bills    are    discounted    {i.e.,    taken   to   the 
bankers  and  sold  for  their  present  value,  which  is  the  face  value 
less  interest  from  the  date  of  selling  to  the  date  when  the  bill 
is  due),  then  the  face  amount  of  the  bill  is  entered  in  full  on 
the  debit  side  of  the  Bank  Cash  Book  and  credited  to  Bills 
Receivable  Account  in  the  Impersonal  Ledger,  and  the  charge 
of  the  bankers  for  discounting  same  is  entered  on  the  credit  side 
and  charged  to  Interest  Account. 

A  note  should  always  be  made  in  the  "How  disposed  of" 
column  as  to  any  transactions  of  this  description.     A  few  days 
before  a  bill  is  due,  and  assuming  it  has  not  been  discounted,  it 
should  be  paid  into  the  bank  for  collection,  unless  it  has  been 
arranged  with  the  customer  to  renew  it,   in  which  case   Bills 
Receivable  Account  must  be  credited  and  the  customer  debited 
by  means  of  the  Journal.     If  a  bill  is  not  met  at  its  due  date 
the  comi)any  will  be  advised  by  the  bank,  and  an  entry  will 
appear  in  the  Bank  Pass  Book  charging  thr  brewery  with  the 
amount.     A  similar  entry  must  be  made  on  the  credit  side  of 
the  Bank  Cash  Book  and  debited  to  the  customer,  who  will 
thus  appear  as  a  debtor  for  the  amount. 

At  stocktaking  a  list  should  be  made  of  all  bills  which  are  not 
then  due  and  have  not  been  discounted,  and  the  total  of  such 
list  should  agree  with  the  balance  on  Bills  Receivable  Account 
in  the  Impersonal  Ledger. 

It  separate  self-balancing  Sales  Ledgers  are  kept  for  tied, 
private,  &:c.,  trade,  then  separate  money  columns  must  be  pro- 
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vided  in  the  Bills  Receivable  Book  to  represent  each  Ledger, 
or  the  total  must  be  analysed.  Of  course,  space  for  further 
details  can  be  provided  in  the  Bill  Book  if  desired. 


Form  35 — 


BILLS     RECEIVABLE     BOOK. 


B 

.^    On  whom  ;  For  whose 


Drawn 


o 


Account 


o 

U* 

u 
u 

T3 
Si 


Tenn 


£  s  d 


Due 
Date 


Where 
Payable 


How  disposed  of, 
and  Remarks 


Bills  Payable  (Form  36)  — 

When  a  bill  is  presented  for  acceptance  the  full  par- 
ticulars are  entered  in  the  book,  and  the  amount  posted 
to  the  debit  of  the  account  of  the  person  to  whom 
the  amount  is  due.  The  money  column  is  totalled  and 
posted  to  the  credit  of  Bills  Payable  Account  in  the  Impersonal 
Ledger,  and  on  the  due  date  of  a  bill  an  entry  is  made  on  the 
credit  side  of  the  Bank  Cash  Book  for  the  exact  amount  of  the 
bill  and  debited  to  the  Bills  Payable  Account.  At  stocktaking 
a  list  of  all  bills  not  yet  due  is  made  from  the  Bills  Payable 
Book,  and  the  total  of  that  list  will  agree  with  the  balance  on 
the  Bills  Payable  Account.  Any  discounts  allowed  should  be 
either  entered  as  a  separate  entry  in  the  Discount  column  of  the 
credit  side  of  the  Bank  Cash  Book,  or  a  Discount  column  can 
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be  provided  in  the  Bills  Payable  Book  itself,  and  the  total 
posted  to  the  credit  of  Discount  off  Purchases  Account.  If  a 
foreign  bill,  and  it  is  drawn  in  foreign  currency,  it  must  be  con- 
verted into  sterling,  and  there  may  be  some  adjustment  neces- 
sary owing  to  the  difference  in  the  rate  of  exchange  when  the 
bill  is  paid.  This  can  be  put  right  by  means  of  a  Journal  entry 
debiting  or  crediting  Bills  Payable  Account  and  crediting  or 
debiting  Discount  Account. 


Form  36.— 


^  BILLS     PAYABLE     BOOK. 


No. 


On  whose 
Account 
Payable 


Folio 


-p  _  Due      Where 

^^^"^      Date     Payable 


£    s    d 


Remarks 


Wages.— 

In   any   but  the  very   smallest  breweries  Wages  should   be 
divided  into  the  various  departments,  such  as: 

(i)  Brewery  (for  men  employed  in  manufacturing  the  beer). 

(2)  Delivery  Wages  (Carmen). 

(3)  Stables. 

(4)  Cask  Washing. 

(5)  Coopers. 
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(6)  Malting. 

(7)  Office  Wages  and  Salaries. 

(8)  Bottling  Department. 

In  verv  small  concerns  it  is  sometimes  impossible  to  make  the 
above  analysis,  as  one  man  may  be  employed  at  different  times 
on  all  or  some  of  the  different  kinds  of  work. 

Care  must  always  be  taken  to  keep  an  account  of  any  time 
spent  on  malting  operations,  or  perhaps  on  repairs  by,  say,  a 
^'.brewery"  man.     Again,  cooperage  wages  must  be  kept  under 
strict  surveillance,  otherwise  the  tendency  is  for  the  coopers  to 
do  more  repairing  than  is  absolutely  necessarv'.     Hence  it  is  a 
very  good  plan  to  have  weekly  returns  from  the  coopers,  show- 
ing the  distinctive  numbers  of  the  casks  repaired.     A  note  can 
then  be  made  in  the  Cask  Register  of  such  repairs  and  their 
nature,  and  if  it  is  found  that  the  same  cask  numbers  frequently 
recur  inquiries  should  be  made  as  to  the  cause.     Probably  far 
more   money   is  wasted   in   the   Cooperage   Department   of   a 
brewery  than  in  any  other. 

When  casks  are  broken  up  a  list  of  the  numbers  are  handed 
in  to  the  office  by  the  cooper,  and  notes  made  in  the  Cask 
Register,  as  before  described. 

No  particular  form  of  book  or  sheets  is  necessary  for  wages. 
It  must  be  seen  that  the  wages  in  each  department  are  kept 
distinct,  and  that  fines,  if  any,  are  duly  deducted.  It  is,  how- 
ever, very  difficult  to  keep  the  men  to  regular  hours  at  a 
brewery,  as  brewing  goes  on  night  and  day,  and  carmen  have  to 
start  early  on  long  journeys,  and  may  return  very  late. 

The  cooperage  wages  should  be  kept  on  separate  sheets,  with 
space  provided  for  such  details  as  (a)  New  casks  made  and  size 
of  same,  (b)  Size  and  numbers  of  casks  repaired  and  nature  of 
such  repairs,  &c.  ^  ^ 
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When  the  wages  cheque  is  drawn  each  week  the  analysis  of 
same  into  the  various  heads  should  be  entered  into  the  Cash 
Book,  or  (to  save  much  posting  to  the  Impersonal  Ledger)  one 
account  cm  be  opened  in  that  Ledger,  called  Wages  Cash 
Account,  and  an  analysis  can  be  made  of  the  sheets  at  the  end 
of  the  year,  and  Wages  Cash  Account  credited  and  the  proper 
accounts  debited. 

To  prevent  fraud  care  must  be  taken  to  see  that  the  person 
who  pays  the  wages  has  nothing  to  do  with  the  preparation  of 
the  weekly  Wages  Sheets,  and  that  the  manager  signs  the  sheets 
as  correct.  The  sheets  should  go  through  as  many  hands  as  pos- 
sible. The  brewer's  salary  should  not  be  included  in  brewer>- 
wages  and  salaries,  as  he  usually  manages,  or  assists  to  manage, 
the  whole  or  part  of  the  concern,  so  that  it  would  not  be  correct 
to  charge  all  his  salar>'  to  Beer  Manufacturing  Account. 


I 
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I  • 


CHAPTER  VIL 


JOURNAL  AND    RENTS   RECEIVABLE    BOOK. 


Journal  (Form  37)'— 

This  book  is  useful  when  transfers  are  to  be  made  from  one 
account  to  another,  or  from  one  Ledger  to  another,  and  for 
writing  up  the  accounts  at  the  end  of  the  ftnancial  year,  and 
also  for  making  entries  when  much  explanation  is  required,  but 
it  is  not  really  necessary  to  pass  the  totals  of  the  various  Sales 
and  Purchases  Books,  &c.,   through  the  Journal,   preparatory 
to  posting  them  to  the  Impersonal  Ledger,  as  the  posting  can 
be  more  easily  made  direct.     This  direct  method  saves  clerical 
work,  although  perhaps  not  technically  so  correct.     There  can 
be  little  doubt  that  the  Journal  so-called  is  not  used  nowadays 
to  anything  like  the  same  extent  as  formerly,  at  any  rate  in 
England.     As  a  matter  of  fact  all  books,  except  the  Ledgers, 
are  Journals  in  various  forms. 

It  should  be  understood  that  the  entries  are  put  in  the  debit 
column  if  it  is  intended  to  post  them  to  the  debit  of  a  Ledger 
Account,  and  in  the  credit  column  if  it  is  intended  to  post  them 
to  the  credit  of  an  account.  The  column  marked  "  Collection  " 
is  intended  for  two  purposes— (i)  If  there  are  several  items 
making  up  the  main  entry,  and  it  is  not  desired  to  show  all  such 
items  in  the  Ledger,  and  (2)  if  a  system  of  Self-balancing 
Ledgers  has  been  adopted,  the  items  intended  for  the  Self- 
balancing  Ledger  can  be  entered  therein,  and  only  the  totals 
shown  in  the  Dr.  and  Cr,  columns.    A  few  examples  are  given. 
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which  will  be  referred  to  lattr  (see  Chapter  TX.)  when  dealing 
with  Impersonal  and  Private  Ledger  Acrounts.  It  is  a  good 
plan  to  cast  the  Dr.  and  Cr.  columns  of  each  page  to  see  that 
both  sides  agree,  but  it  is  not  necessary  to  carry  the  totals 
fonvard. 


Form  37.- 


JOURNAL. 


Date 


1906 
Sept  20 


Folio 


Col- 
lection 


Dr. 


Cr. 


Pigs  Account —  Dr_ 

To  Sales  Ledger  Account 
Transfer  of  Grains  supplied  to  Pigs 
for  the  year,  per  Sales  Ledger 

Account        

Grains  for  Pigs  . .        .  ..        ]' 


Bad  Debt  Account  . .      Jjr. 

To  Sales  Ledger  Account 
For  the  following  Bad  Debts  written 
oflF : — 

Jones,  "White  Lion" 
Smith,  "  Half  Moon  " 
Robinson,  Crescent  Place  . . 


Bad  Debt  Account  . .        . .      Dr. 

To  Sundries 
Jones,  "  White  Lion,"  Loan  Account 
Do.  Do.       Interest  on  Loan 

Balance  written-ofl  as  irrecoverable 


Fodder 


To  Barley  Purchases 


Dr. 


For  Screenings  sent  to  Stable  per 
Barley  Stock  Book— Jan.  lo  . . 

»      17  -■ 


Jan. 


Malt  Manufacturing  Account  . .      Dr. 
To  Barley  Purchases  .. 
For  Barley    sent    to    Maltings   per 

Barley  Stock  Book.     Page 

500  quarters. 


i.L.  20 
i.L.  104 


s.L.  40 
I.L.  fo 

I.L.  104 


S.L.  20 
S.L.  47 
S.L.  80 


I.L.  60 

V 
47 

47 

I.L. 

St<xk 
Book 
I 
2 


£   s   d 


£ 
10 


d 
o 


10 


£   s   d 

10    o    o- 


31    o    o 


10 

5 
16 


o 
o 
o 


■,I     o     o 


31     O     0 


60    o    o 


O       U 

O     o 


3      O     O 


£2     O 


Sales  Ledger  Account    . .         . .      Dr. 
To   Bills   Receivable  Account 
For  Jones's  Billdue  Jan.  1 1905.  not  met 
Jones         


1,000  o  o 


57    o    o 
300 


200 


I.L.  104 
I.L.  80 


S.L.    26  '100     O 


100    O    O 


1,000  o  o 


100     o     O 
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.  ( 


Rent  Receivable  Book  (Form  38) — 

If  the  properties  let  to  tenants  are  many  in  number  a  Rent 
Roll,  in  the    form    of    a    Rents    Receivable    Book,    with  four 
quarters  on  each  page,  will  be  found  to  sa;  e  much  clerical  work, 
and  reduce  the  chances  of  omission  to  a  minimum.    The  Gross, 
Allowance,  and  Net  columns  are  totalled  up  quarterly,  but  it 
is  recommended  that,  instead  of  posting  the  quarteriy  totals  to 
credit  of  a  General   Rent   Receivable  Account,   each   item   of 
rent  should  be  credited  to  a  separate  Rent  Account  for  each 
propertv  in  the  Impersonal  Ledger,  to  which  all  expenses  on 
account  of  the  property  (such  as  Repairs,  Rent,  if  leasehold, 
and  Taxes)  are  debited.    This  system  has  the  further  advantage 
of  keeping  any  bad  debts  separate  from  the  trade  bad  debts,  as 
any  rent  not  received  must  be  written  back  from  the  Tenant's 
Rent  Account   to  the   debit  of  the   Impersonal   Ledger  Rent 
Account  for  that  particular  property.     This  is  rather  important 
from  an  income-tax  point  of  view,  as  no  losses  or  profits  con- 
nected with  properties  not  in  possession  of  the  brewery  may  be 
included  in  the  return  under  Schedule  D.     This  remark  also 
applies   to  repairs   to   houses   not   in   own   possession.      Inde- 
pendently of  the  income-tax  question,  it  is  decidedly  an  advan- 
tage to  know    how    much    is   being    lost    or    gained  on  every 
separate  house,  and  a  total  Rent  Receivable  Account  would  not 
show  this. 

If  any  debt  for  rent  has  become  doubtful,  but  it  is  not  desired 
to  write  it  off  the  books  at  the  date  of  stocktaking,  a  reser^•e 
must  be  made  for  the  whole  or  part  of  same  on  the  Rent 
Account  of  that  particular  property  in  the  Impersonal  Ledger. 

Items  deducted  by  tenants  under  the  "Compensation"  Act 
can  be  entered  in  the  Allowances  column,  or  can  be  interlined 
in  red  ink  in  that  column.  If  a  separate  "  Compensations" 
Account  is  desired,  then  the  Allowances  column  would  require 
to  be  analysed. 
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CHAPTER  VIII. 


SUBSIDIARY    AND    STATISTICAL    BOOKS. 

OTHER  THAN   BOOKS  OF  ACCOUNT,  AND  NOT  ALREADY 

DEALT  WITH. 


Before  dealing  w-ith  the  Impersonal  and  Private  Ledgers, 
and  the  accounts  therein,  it  will  be  found  useful  to  devote  some 
attention  to  certain  books,  forms,  and  returns,  which,  although 
not  belonging  to  what  we  may  term  "  books  of  account " — i.e., 
are  not  used  for  purposes  of  making  entries  to  and  from  the 
Ledgers,  Day  Books,  Cash  Books,  &c.  &c.— and  do  not  affect 
the  balancing  of  the  figures,  yet  are  in  frequent  use  in  a 
brewery;  and  the  information  derived  from  or  entered  therein 
assists  in  the  proper  checking  and  understanding  of  the  results 
and  working,  and  is  essential  to  the  efficient  control  of  both  the 
manufacturing  and  selling  portions  of  the  business,  as  well  as 
the  management  of  houses  and  properties. 

i^uarterly  Balances  Book— Customers  (Form  39)  — 

A  brewery  concern  usually  owns  many  houses,  and  probably 
deals  in  wines  and  spirits,  and  perhaps  mineral  waters,  and  also 
lends  money  on  loan  to  tenants  of  public-houses.  It  follows, 
therefore,  that  the  tenants  may  owe  something  under  each  of  the 
above  heads,  and  also  for  Rent,  Beer,  and  Interest  on  Loans.  As 
these  balances  will  probably  be  in  different  Ledgers,  it  is  most 
important  that,  at  periodical  intervals,  the  total  amount  owing 
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from  each   tenant  should  be  ascertained,   and   the  Quarterly 
Balances  Book  is  used  for  this  purpose.     An  important  matter 
to  bear  in  mind  is  the  date  when  the  leases  to  the  tenants  will 
expire,  as  it  is  clear  that  the  total  amount  owing  to  the  brewery 
should  be  gradually  reduced,  if  possible,  as  the  leases  approach 
their  termination,  unless  the  debts  are  well  secured.    If  thought 
necessary,    this    book    can    be    made   up    monthly    instead    of 
quarterly,  but  no  quarter  should  be  allowed  to  pass  without 
doing  so.      By    leaving    four    lines    between    each    name  four 
quarters  can  be  shown  under  each  name,  thus  avoiding  much 
writing;   or,  as  an  alternative,  the  book  can  be  made  a  wide 
one,  so  that  it  will  show  four  quarters  on  one  opening. 

The  book  is  more  particularly  useful  for  the  balances  owing 
by  tenants  of  free  and  tied  houses,  and  a  smaller  book,  without 
columns  for  Loans,  Interest,  and  Rent,  could  be  used  for 
ordinary  customers'  balances.  In  fact,  it  is  usual  to  have  such 
a  book,  called  a  Statement  Book,  in  which  is  entered  each  month 
the  amount  of  each  customer's  statement,  as  described  in  the 
next  paragraph. 

Customers'  Statement  Book  (Form  40)  — 

The  amount  of  each  statement  is  entered  under  the  month 
for  which  it  is  sent  out.  By  means  of  this  book  it  is  easy  to  see 
which  accounts  are  increasing,  and  special  attention  can  then 
be  given  to  those  customers  who  are  exceeding  safe  limits. 
If  there  are  beer,  wine  and  spirit,  and  mineral  sales 
it  is  more  convenient  to  have  separate  Statement  Books  for 
each  different  class  of  trade,  if  different  Ledgers  are  kept.  The 
Quarterly  Balances  Book  will  focus  them  periodically ;  but,  of 
course,  there  is  nothing  to  prevent  columns  being  provided  for 
Wine  and  other  Ledgers,  and  it  certainly  is  an  advantage  to  get 
them  together,  so  that  all  statements  may  be  sent  out  in  one 
envelope. 
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Much  depends,  however,  on  whether  statements  are  sent  out 
as  often  as  once  every  month.  Sometimes  longer  credit  is 
given  for  wines  and  spirits,  especially  with  private  trade. 

Lease  Book — both  granted  to  and  by  the  Brewery 
(Forms  41  &  4ia)'— 

This  should  be  divided  into  two  distinct  parts,  or  books,  as 
shown.  It  is  a  good  plan  to  give  every  lease  a  number,  and  that 
number  should  be  plainly  marked  outside  the  packet  containing 
the  deed  or  deeds.  A  page  should  be  kept  for  each  separate 
year — i.e.,  on  one  page  would  be  those  leases  which  expire  in 
1905,  and  the  following  page  would  contain  details  of  those 
expiring  in  1906,  and  so  on. 

The  Form  41  a  will  constitute  a  record  as  to  where  the 
securities  are  lodged.  Sometimes  the  deeds  of  freeholds  are 
deposited  witii  the  trustees  for  debenture-holders,  or  with 
the  bankers  as  security  for  loans.  If,  however,  the  brewery 
holds  securities  from  customers  and  others  it  may  be  found 
useful  to  have  a  small  book  for  the  purpose  of  recording  the 
names  of  persons  depositing  same,  and  details  of  the  securities 
deposited.  By  entering  on  Form  41A  all  properties,  whether 
let  again  or  not,  it  may  be  made  a  record  of  all  properties  held 
by  the  brewery. 

Insurance  Book.— 

It  is  desirable  to  keep  such  a  book  if  many  properties  are 
o\vTied  by  the  brewery.  Much  trouble  may  be  saved  by  having 
all  the  insurances  terminating  on  the  same  quarter-day ;  in  fact, 
if  this  be  arranged,  an  Insurance  Book  is  hardly  necessary, 
except  for  Stocks,  Plant,  Casks,  &c.,  and  the  introduction  of  a 
column  in  the  Lease  Book  (Form  41  a)  for  amount  of  insurance 
and  where  insured  would  meet  the  case.     No  special  form  is 
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necessary,  but  columns  should  be  provided  at  the  end  of  the 
page,  one  for  each  month  of  the  year,  and  by  entering  the  day 
the  insurance  expires  under  the  proper  month  a  glance  will 
show  what  insurances  terminate  in  each  month.  A  column 
should  be  provided  also  for  the  amount  of  the  insurance,  and 
each  year  the  amount  so  insured  for  such  things  as  Stocks, 
Plant,  Casks,  Vehicles,  Horses,  &c.,  should  be  compared  with 
the  amounts  appearing  on  the  Balance  Sheet,  and  it  may  be 
necessary  to  increase  or  decrease  the  amount  insured,  although 
the  amount  on  the  Balance  Sheet  is  not  necessarily  the  correct 
one  for  insurance  purposes.  For  instance,  horses  may  be 
depreciated  in  the  books  with  a  view  to  writing  them  off  over 
the  term  of  the  estimated  life  of  each  horse,  but  the  market 
value  of  the  horses  may  actually  go  up  for  a  few  years,  and 
naturally  the  insurance  must  cover  such  value. 


1 1 


Orains  Book  (Form  42).— 

The  word  "grains"  is  given  to  the  residual  product  of  malt 
after  it  has  been  crushed  and  boiled  in  the  process  known  as 
mashing.  Grains  are  used  to  feed  pigs,  cattle,  and  horses,  and 
are  sold  in  both  large  and  very  small  quantities  for  that  pur- 
pose. It  is  therefore  necessary  to  see  that,  as  far  as  possible, 
all  the  grains  are  accounted  for,  and  this  is  a  difficult  matter  for 
several  reasons.  One  is  owing  to  the  fact  that  the  grains  result- 
ing from  a  mash  are  greater  in  quantity  than  the  malt  used,  on 
account  of  the  swelling  caused  by  the  hot  water  and  the 
absorption  of  the  water  itself.  Another  point  is  that  if  there  is 
not  a  ready  sale  for  the  grains  they  turn  sour,  and  may  have 
to  be  thrown  away.  Some  brewers  dry  the  grains,  and  thus 
save  "  souring,"  and  sell  them  in  that  form.  In  breweries  where 
all  the  grains  are  sold  by  yearly  contracts  to  one  or  more 
persons  the  difficulties  practically  disappear  and  need  no  special 
record. 
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In  cases,  however,  where  part,  or  the  whole,  of  the  sales  are 
made  in  small  lots,  the  first  step  is  for  the  brewer  to  see  that  the 
correct  quantity  of  grains  produced  by  each  mashing  is  entered 
on  the  debit  of  the  "  Grains  Book  "  and  initialled  by  him.  If 
the  grains  are  from  a  "  porter  "  mash  the  fact  should  be  noted, 
as  the  increase  in  quantity  is  less  than  from  ordinary  mashes. 
The  book  would,  of  course,  commence  on  the  left-hand  side 
with  the  quantity  of  stock.  No  grains  should  be  destroyed, 
except  by  the  authority  of  the  brewer  or  manager. 

A  Duplicate  Ticket  Book  should  be  kept  entirely  for  grains, 
and  ever>'  sale,  whether  for  cash  or  credit,  or  for  horses  (this 
latter  is  treated  as  a  credit  sale  and  charged  to  a  Horsekeep 
Account  in  the  Sales  Ledger),  should  be  entered  on  the  ticket. 
If  paid  for  at  the  time  it  must  be  marked  "  cash."  The  dupli- 
cate is  then  given  to  the  customer  (or  the  stableman,  if  for 
horses),  who  presents  it  to  the  man  in  charge  of  the  grains,  who 
retains  it,  and  under  no  circumstances  must  grains  be  given 
out  without  a  ticket.  The  cash  received  for  grains  is  kept  in  a 
separate  till  or  box,  and  at  the  end  of  the  day  the  details  of  the 
tickets  are  entered  into  the  Grains  Book.  The  amount  of  the 
Cash  column  of  the  book  will  then  agree  with  the  cash  received, 
and  can  be  entered  in  the  Cash  Book,  with  note  of  the  quantity. 

The  item  from  the  Cash  Book  is  in  due  course  posted  to  the 
Sales  Day  Book,  and  all  the  Credit  Sales,  including  those  for 
horses,  are  entered  from  the  Grains  Book  into  the  Sales  Day 
Book,  and  from  thence  posted  to  the  Customers'  Ledger 
Accounts.  Each  week  (or  oftener)  the  quantities  in  the  Grains 
Book  should  be  cast  up  and  a  balance  struck,  and  stock  taken 
under  the  supervision  of  the  brewer,  or  someone  deputed  by 
him,  and  any  serious  discrepancy  inquired  into.  There  will 
nearly  always  be  a  difference,  but  it  should  not  be  a  large  one. 
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Yeast  Sales.— 

A  somewhat  similar  system  ran  be  adopted,  but  the  quantity 
sold  is  comparatively  so  small  that  it  is  hardly  worth  while 
having  a  book  as  described  above.  The  Duplicate  Ticket 
Book  should  l)e  sufficient.  Xo  yeast  to  bf  supplied  to 
customers  without  production  of  the  duplicate  ticket 

Brewing  Books.— 

All  brewers  are  obliged  to  keep  a  book  called  "  Excise  Brew- 
ing Book,"  always  open  to  the  inspection  of  the  Excise  officer. 
From  this  book  is  derived  the  information  on  which  the  amount 
of  duty  payable  to  the  Government  is  fixed.  It  contains  the 
quantities,  &c.,  of  materials  used,  with  much  technical  informa- 
tion. From  this  book  (or  from  a  "  Brewer's  Book,"  which  latter 
is  kept  by  most  brewers)  the  total  quantity  of  all  materials  used 
is  ascertained,  and  the  total  amount  of  beer  brewed.  These 
books,  and  others  dealing  with  the  actual  details  of  brewings, 
are  not  usually  available  for  the  inspection  of  the  office  staff, 
and  do  not  form  part  of  the  bookkeeping  system,  but  they  are 
invaluable  for  purposes  of  preventing  fraud  and  errors. 

Other  Books.— 

There  must  necessarily  be  many  forms  and  returns  in  use  in 
breweries,  the  details  of  which  vary  according  to  the  circum- 
stances existing  in  different  concerns,  or  the  taste  of  the 
individual  managers  or  cashiers,  and  no  good  purpose  w-ould  be 
served  by  describing  these  in  detail  or  supplying  forms;  more- 
over, doing  so  would  render  the  volume  very  bulky.  There 
should  be  no  difficulty  on  the  part  of  any  intelligent  book- 
keeper or  manager  in  drawing  up  the  necessary  forms  for  such 
various  purposes  as — ■ 

Returns  re  houses  under  management,  showing  Beer  Sup- 
plied and  Cash  received.  Petty  Cash  Expenses,  &c., 
and  Stock  Sheets  for  same. 
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Travellers'  Order  and  Collection  Sheets  or  Returns. 

Collectors'  Rejjorts. 

Monthly  Returns  Sheet  of  Sales  to  Tied  and  Free  Houses, 

showing  month  by  month   the  amount  of  trade  done 

with  each  house. 
l)e[H)t  and  Agents'  Weekly  or  Monthly  Returns  and  Stock 

Sheets. 

As  regards  the  houses  under  management,  this  term  means 
that    the    brewer\-    owns    (^ertain    licensed    houses    for    which 
suitable   tenants   cannot   be   found,   and   therefore   a   manager 
has  to  !)..•  put  in  to  run  the  business,  or  it  may  be  that  it  is  pre- 
ferred to  have  managers  rather  than  tenants.     The  manager  will 
require  to  be  very  carefully  looked  after,  and  all  the  transac- 
tions closely  and  frequently  checked.     Sometimes  all  goods  are 
charged  to  the  house  and  entered  on  forms,  as  a  memo,  only,  at 
the  price  the  goods  are  expected  to  fetch  when  sold,  then  at  the 
end  of  the  week  the  stock  is  taken  at  retail  price,  and  the  cash 
receivefl  and  expenses  paid  by  cash  entered  thereon,  and  the 
two  sides  cast.     The  difference  is  either  a  deficit  or  a  surplus 
in  cash,  and  may  require  investigation.     It  should  be  observed 
that  in  the  Breweri-  Sales  Book  the  beer  sent  to  managed  houses 
is  entered  like  an  ordinary  sale  at  the  usual  tied  house  prices, 
and  the  discount  credited  by  means  of  the  Cash  Book  at  the 
end  of  each    month,    an    account    being    opened  in  the  Sales 
Ledger  in    the    ordinary-    way,    and    transferred    monthly   or 
quarterly  to  the  Impersonal  Ledger,  where  a  Profit  and  Loss 
Account  is  opened  for  each  managed  house.    (See  Chapter  IX.) 
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CHAPTER  IX. 


IMPERSONAL  AND  PRIVATE  LEDGER  ACCOUNTS 

AND  BALANCE  SHEET. 


Having  dealt  with  the  various  hooks  of  account  and 
statistical  hooks  required  to  keep  a  record  of  the  various  trans- 
actions, it  is  now  necessary-  to  show  how  these  are  focussed  for 
the  purjx.se  of  ascertaining  the  result  of  the  trading.  The  books 
themselves  have  been  described,  and  should  require  hut  little 
further  explanation.  Both  the  Impersonal  and  Private  Ledgers 
should  have  locks  attached,  so  that  the  matters  contained 
therein  can  be  kept  private  if  thought  necessarj-,  and  there 
should  also  be  a  locked  Private  Journal,  ruled  exactly  the  same 
as  the  ordinarj'  Journal.  These  Ledgers  should  he  made  of 
ample  width,  so  that  there  may  be  room  to  rule  extra  money  or 
quantity  cf>lumns  where  required. 

The  division  between  the  Impersonal  Ledger  and  the  Private 
Ledger  is  a  purely  arbitrarj-  one,  but  in  practice  it  is  usually 
found  convenient  to  have  a  Private  Ledger  to  contain  the 
Capital,  the  cost  of  the  various  Properties,  Plant,  Horses,  Good- 
will, Investments,  &c.,  and  the  Profit  and  Loss  Accounts, 
lea\ing  the  Impersonal  Ledger  for  the  various  Material  and 
Expense  Accounts. 

Below  will  be  found  the  names  of  the  more  usual  accounts, 
and  where  there  are  any  special  features  requiring  attention, 
explanations  are  given,  also  supposititious  accounts  showing 
some  of  the  transactions.  Where  figures  and  quantities  are 
given  it  will  be  understood  they  are  ])urely  fictitious,  and  do  not 
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necessarily  represent  what  would  be  the  real  figures  in  the  actual 
working  of  a  brewer}-.  Xo  distinction  has  been  made  between 
Impersonal  Ledger  Accounts  and  Private  Ledger  Accounts,  as 
the  grouping  in  each  instance  must  be  governed  by  the  local 
circumstances,  and  the  wishes  of  the  management. 

The  following  accounts  are  (amongst  others)  found  necessary 
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in  Brewer>'  Accounts:  — 

1  Hop  Purchases 

2  Malt       do. 
Sugar 
Finings 
Coal  and  Coke 
Manufacturing      Sundries- 
Oil,  Waste.  &c. 

Shives  and  Bungs 
Barley  Purchases 
Fodder  and  Horsekeep 
Stable  Expenses 
Printing  and  Stationery 
Advertising 
Repairs  to  Plant 
„  Vehicles 

,,  Buildings 

Carriage  Outwards 
Bought  Beer  Purchases 
„     Sales 

„  „     TradingAccount 

Travelling 

Malt  Manufacturing  Account 
Cooperage    and    Repairs    to 

Casks 
Commissions 
Stamps  and  Telegrams 
Trade     Charges  —  Licenses, 

&c. 
Office  Expenses 
Brewery  Rates,  Taxes,  Light, 

and  Insurance 
Water  (if  Town  water  is  used) 
Law  Costs 
Auditors'  Fees 
Income  Tax,  Schedules  D  «&  A 
Duty 

Beer  for  Men 
Corks  for  Bottled  Beer 
Wages 

36  Salaries  of  Brewer.  Manager, 
and  Office 

37  I^igs 


3 

4 

5 
6 

7 
8 

9 

ID 
II 
12 

13 

14 

15 
16 

17 
x8 

19 
20 
21 
22 

23 
24 
25 

26 

27 

28 
29 

30 
31 
32 
33 
34 
35 


38 

39 
40 

41 
42 
43 

44 

45 
46 

47 
48 

49 
50 
51 
52 
53 
54 
55 


Discounts  off  Purchases 

.,   Sales 
Beer  Sales  (own  beer  in  cask) 

(         ..         bottle) 
Grains  Sales 
Yeast      do. 
Spent  Hops  do. 
Bad  Debts 

Plant  and  Machinery 
Loose  Plant 
Office  Furniture 
Casks 
Cases 
Jars 

Bottles  and  Stoppers 
Horses 
Vehicles 
Harness 
Goodwill 

56  Leasehold  Property,  Capital 

Accounts 

57  Freehold  do..  do. 

58  Managed  House  Accounts 

59  Leasehold     Property,     Rent 

Accounts 
Freehold  do.,  do. 

Reserve  for  Bottles  Charged 

to  Customers 
Loans  to  Customers,  &c. 
63    Mortgages    and     Loans     to 

Brewery 
Interest   on    Loans,   &c..    to 

Customers 

65  Interest  on  Mortgages 

66  Bills  Receivable 

67  ,,     Payable 

68  Sales  Ledger  Account 

69  Bought        do. 

70  Capital  Accounts 

71  Beer  Manufacturing  Account 

72  Trading  Account 

73  Profit  and  Loss  Account 


60 
61 

62 


64 
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If  the  concern  is  a  limited  company  there  will  be  certain 
statutory  l)ooks,  such  as  Share  and  Mortgage  Registers  and 
IMinuttj  H(.oks,  to  bo  kept,  which  are  fully  dealt  with  in  the 
various  handbooks  published  for  the  use  of  secretaries  of 
limited  companies,  and  it  is  therefore  not  necessary  to  discuss 

0 

them  in  this  volume. 

There  would  be  also  certain  accounts  in  the  Imi)ersonal  and 
Private  Ledgers— such  as  Share  Cai)ital  (i)ossibly  divided  into 
different  kinds  of  shares),  Debentures,  Direct(.rs'  Fees,  and 
Transfer  Fees  received. 

The  abbreviations  used  in  the  following  pro  forma  ac  counts 
are  :  — 


P.B.  I'urchases  Book 

Jl.  Journal 

S.D.  Sales  Da}-  Book 

P.C.  Petty  Cash 

S.R.B.  Sales  Returns  Book 


P.  R.B.  Purchases  Returns  Book 

D.C.B.  Debtors'  Cash  I^ook 

C.B.  Cash  Book 

R  B.  Kent  Book 


(i)  Hop  Purchases  Account.— 

The  account  is  opened  on  the  debit  side  with  the  weight  and 
am(iunt  of  the  stock.  To  this  side  is  p(»sted  the  total  of  the 
Hops  c(.lumn  in  the  Purchases  Book,  and  carriage  on  same. 
The  credit  side  contains  any  sales  of  fresh  hops  (n(.t  si)ent  hops, 
whi<-h  are  credited  to  a  separate  Sales  Account),  any  allow- 
ances or  returns,  and  the  stcK'k  at  end  of  year.  The  difference 
is  transferred  to  Beer  Manufacturing  Acc(nmt.  The  brewers 
will  sui)])ly  the  information  as  to  the  total  weight  of  the  hops 
used  in  brewing  and  "dry  hopping"  during  the  year,  and  this 
should  agree  with  the  Ledger  Account,  due  allowance  being 
made  f(jr  alteration  in  weight  owing  to  moisture.  Any  large  dis- 
crei)ancy  .should,  (►f  course,  be  inquired  into,  and  the  Stock 
]^<ok  will  here  come  in  very  useful. 

0 

W  the  hops  in  stock  have  deteriorated,  allowance  must  be 
marie  in  pricing  same.  The  weight  of  stock  brought  down  must 
agree  with  the  totals  of  the  various  ac(«ouiits  in  the  Hop  Stock 
Book. 
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(j  &  3)  Malt  and  Sugar  Purchases  Accounts.  - 

These  will  be  on  similar  lines,  except  that  the  quantities  of 
malt  will  be  in  quarters.  Malt  bought  from  outside  maltings 
will  be  debited,  and,  if  malt  is  made  by  the  firm,  a  Journal 
entry  will  appear  on  the  debit  side  transferring  amount  and 
quantity  of  own  manufactured  malt  from  credit  of  Malt 
Manufacturing  Account.     (See  Malt  Manufacturing  Account.) 

(4)  Finings  Account.— 

This  is  an  ordinaiy  Ledger  Account  on  the  same  lines  as  the 
Hop  Account,  but  probably  Quantities  columns  may  be  con- 
sidered unnecessary.  By  ruling  several  columns  on  both  sides 
of  the  account,  one  for  each  kind  of  finings,  &c.,  and  by 
analysing  the  stock  under  same  heads,  the  amount  consumed  of 
each  kind  of  material  can  be  easily  ascertained.  Of  course,  in 
this  case  the  Purchases  would  require  to  be  similarly  analysed. 

(5)  Coal,  Coke,  and  Fuel.— 

Columns  for  weights  are  necessary  here  (tons  and  cwts.).  If 
coal  is  bought  for  malting  it  should  be  entered  in  a  separate 
column  headed  "Maltmg,"  or  a  separate  account  can  be 
opened. 

(6)  Manufacturing  Sundries.— 

This  account  contains  various  small  items  used  in  breweries, 
for  which  it  is  not  worth  while  opening  separate  accounts.  For 
instance.  Oil  for  lubricating.  Cotton  Waste,  Packing  for 
engines,  &c.  The  account  is  dealt  with  the  same  as  the  Hop 
Account,  but  no  Weight  columns  are  necessary.  Separate 
columns  can  be  provided  for  the  different  articles  used,  and  " 
one  for  "Malting,"  if  necessary.  Small  thermometers  and 
instruments  for  testing  liquors,  &c.,  can  go  to  this  account 
as  welL 
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(8)  Barley  Purchases  Account.— 

There  is  seldom  any  stock  of  barley  left  at  the  end  of  a 
brewery  financial  year,  but  if  there  are  any  stocks  of  barley  or 
screenings  they  must  be  dealt  with  as  shown  in  Hop  Account. 

The  sales  of  screenings  are  first  placed  to  a  separate  account 
(or  column  in  the  Sundry  Sales  Account),  in  accordance  with  the 
usual  principle  of  having  accounts  opened  for  all  sales  of 
by-products,  to  avoid  the  risk  of  such  sales  being  overlooked. 
By  having  an  account  for  each  kind  of  sales  the  absence  of 
entries  in  one  of  them  should  at  once  attract  attention,  thus 
possibly  preventing  fraud. 

(9)  Fodder  and  Horsekeep  Account.— 

The  resulting  Profit  and  Loss  item  on  this  account  should 
bear  a  proper  proportion  to  the  number  of  horses  kept,  and 
any  serious  discrepancy  investigated.  It  is  astonishing  what  a 
large  sum  can  be  wasted,  or  go  astray,  unless  the  expenditure 
on  Stable  Account  is  very  closely  watched,  and  it  is  strongly 
recommended  that  a  book  be  kept  showing  each  week  the 
fodder,  &c.,  sent  to  stables,  and  stock  at  the  beginning  and  end 
of  the  week,  the  difference  being  fodder,  &c.,  consumed.  This 
should  be  checked  weekly  by  the  manager  or  staff,  and  probably 
will  repay  well  the  time  and  trouble  involved. 


f 
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(10)  Stable  Expenses  Account.— 

This  contains  all  expenses  in  stables,  including  Wages, 
Veterinary-  and  Shoesmith's  Charges,  and  all  small  items,  such 
as  Brushes,  Curry  Combs,  Harness  Paste,  &c.  Any  manure 
sold,  or  possibly  used  for  manuring  paddock,  &c.,  may  be 
credited  to  this  account  in  one  total  at  the  end  of  the  year. 
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(II  &  12)  Prlntinjc  and  Stationery,  and  Advertising.- 

This  contains,  niter  alia,  stcx'k  at  commt^ncement  and  end  of 
vear.  It  is  advisable  to  have  separate  columns  for  labels,  &c., 
for  bottled  beer,  and  have  the  stock  kept  apart  also,  so  that  some 
idea  may  be  obtained  of  what  the  Bottling  Department  expenses 
amount  to.  A  point  that  frequently  arises  in  practical  book- 
keeping is  the  difficulty  of  distinguishing,  in  many  instances, 
between  what  is  printing  and  stationery  for  ordinarv  clerical 
purposes,  and  what  is  advertising.  The  difficulty  [s  usually 
surmounted  by  amalgamating  the  accounts  under  the  head  of 
Stationer}-,  Printing,  and  Advertising,  and  perhaps  by  having  a 
separate  column  to  contain  XeAvspaper  and  Hoardings  Adver- 
tising, Calendars,  and  similar  large  or  special  items. 

(Repairs  to  Plant,  &c., 
(i3»  M  &  15)  j         .,  Vehicles  and  Harness. 

V         ft  Buildings.— 

By  having  one  account  for  these  repairs  with  three  columns 
the   whole  of   the   brewerv-   repairs   can    be   contained   in    one 
account,  except  those  for  casks,  which  appear  under  the  head 
of  "Cooperage."     All  renewals  of  a  lasting  nature  should  be 
posted  to  their  proper  Capital  Expenditure  Accounts,  and  not 
be  included  under  the  head  of  repairs,  as  the  sum  written  off 
for    depreciation    is    to    provide    for    renewals,    and    for    the 
plant   becoming   obsolete.      Only    ordinar>-   repairs,    and    such 
items    as    Gauge    Glasses,     Fire    Bars,    &c..     Cost    of    over- 
hauling   machlnerv-    and     examining     boilers,     should    go     to 
Repairs  to  Plant  Account.     Vehicles  Account  is  rather  more 
difficult  to  deal  with,  and  it  is  recommended  to  write  off  all 
renewals  of  the  parts  of  the  vehicles  as  well  as  repairs,  and  a 
comparatively  low  rate  of  depreciation.     Repairs  to  licensed 
houses  not  in  own  possession  must  go  to  the  Rent  Accounts. 
(See  Xos.  59  and  60.) 
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(17)  Bought  Beer  Purchases.— 

This  will  contain  columns  for  both  Quantities  and  Value  of 
beer  bought,  posted  from  the  Purchases  Book,  also  Freight  on 
.same,  and  will  have  items  representing  stock  at  commencement 
and  end  of  year.  The  balance  of  both  columns  (representing 
the  cost  of  bought  beer  sold)  will  be  transferred  to  the  debit  of 
Bought  Beer  Trading  Account.  (See  No.  19.)  In  taking  stock 
all  bought  beer  in  bottle  must  be  included. 

(18)  Bought  Beer  Sales  Account.— 

This  will  also  contain  columns  for  quantities  in  barrels 
or  gallons.  Any  returns  will  appear  on  the  debit  side, 
posted  from  the  Bottled  Beer  Returns  Book;  and  the 
sales  will  be  found  on  the  credit  side.  The  net  balance 
of  the  columns  \s\\\  be  transferred  to  the  credit  of  Bought 
Beer  Trading  Account.  The  sums  representing  bottles 
charged  to  customers  will  not  be  posted  to  this  account,  but  to 
"Reserve  for  Bottles  Charged  to  Customers"  Account.  The 
amount  of  Bought  Beer  Sales  will  be  derived  from  the 
Summary  of  the  Bottled  Beer  Sales  Book,  and  before  posting 
the  quantities  the  pints  and  half-pints  will  be  converted  into 
barrels. 

(19)  Bought  Beer  Trading  Account.— 

The  object  of  keeping  sales  of  bought  beer  separate  is  so  that 
the  brewery  may  show  its  own  sales  and  profit  on  its  own  output, 
as  it  is  clear  the  figure  of  total  output  of  brewer)^  would  be 
misleading  if  it  contained  sales  of  other  manufacturers'  beers. 

(ao)  Travelling.— 

This  form  is  given  as  an  example  of  the  ordinary  Expenses 
Accounts,  and  to  show  the  sources  from  which  most  of  the 
debits  are  derived.  The  balance  owing  is  supposed  to 
represent  an  estimate  of  the  sum  owing  to  a  certain  traveller. 


»•! 


.1 


*• 


(      • 


^ 


\: 


no 


BREWERS*    AND    BOTTLERS'    ACCOUNTS. 


:« 

o 
u 
o 
< 

o 

as 

w 

a 

o 

D 
O 


c 

3 


o 

en 


•w 

o 

O 

O    1 

« 

o 

o 

O 

SI 

• 

o 

eo 

»4 

• 

CO 

«0 

o 

irv 

f 

as. 

W 

>« 

•— 

-Arf 

c« 

•a 

o 

c 

:« 

, 

9 

(A 

Of 

-3  O 

o 

o 

o 

M  O 

o 

o 

o 

'^2 

a 

•8 

*4 

•—  «o 


O 


"i.     -: 


y 
o 


u 

u 

a 


lU 

a 


JS 
&£ 
3 
O 


"CO    • 

M  C     • 

tnvB     • 

C  O     • 

-  rt  O 

!x:  ^  <J 
o  «  u 

i-  c<: 

CL  4> 
O 


u 

a 


2J 


0) 


[  •  SI- 
•  o  '-'  ST 

O      CA 


(A 

i2 


9m 

^8 


brewers'  and  bottlers'  accounts. 


Ill 


probably  paid  a  few  days  after  the  date  of  stocktaking,  and 
therefore  too  late  to  debit  the  account  from  the  Cash  Book  or 
Petty  Cash  Book.  A  liability  for  same  therefore  has  to  be 
introduced,  so  that  the  account  may  show  the  total  expense 
incurred  for  the  year  under  the  head  of  Travelling.  The  open- 
ing liability  of  £4  7S.  od.  was  paid  either  in  the  item  of 
£4^  8s.  6(1.,  per  Travellers'  Cash  Book,  or  in  that  of 
£14  3s.  9d.  paid  through  the  Petty  Cash  Book. 

Before  closing  the  boc^ks  at  the  end  of  the  year  it  is  always 
necessary  to  see  that  any  balance  owing  to  or  by  the  concern  at 
the  beginning  has  been  duly  met,  as  it  is  quite  possible  that  some 
item  resened  for  at  the  beginning  of  the  year  in  the  manner 
indicated  above  has  not  been  paid  by  the  end  of  the  year,  and 
therefore  must  again  be  brought  down  as  a  liability,  m 
addition  to  any  further  items  there  may  be.  Having  introduced 
these  liabilities,  a  balance  is  struck  between  the  two  sides,  and 
the  difference  transferred  to  Profit  and  Loss  Account  as  shown. 

(31)  Malt  Manufacturing  Account.- 

AU  malt  bought  from  maltsters  is  posted  direct   to  "Malt 
Purchases  Account."     The  Malt  Manufacturing  Account  is  for 
the  purpose  of  as.-ertaining  what  profit,  if  any,  accrues  to  the 
firm  by  making  malt  instead  of  buying  it.     The  easiest  method 
of  arrinng  at  the  expenses  is  to  have  a  separate  column  m  all 
those  accounts  in  the  Impersonal   Ledger  which  will  contam 
items  affecting  the  cost  of  malting  (such  as  Coal  and  Coke, 
Wages,  Repairs,  Rates,  Rent,  or  estimate  for  Rent  if  maltmg  is 
freehold),  and  transfer  the  totals  at  the  end  of  the  year  to  Malt- 
ing Account.    This  is  the  method  shown  here.    Another  method 
is  to  rule  columns  in  the  Malt  Manufacturing  Account  itself  for 
the  various  headings  required. 
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It  should  be  noted  that  the  quantity  of  the  coombs  sold  is  not 
to  be  entered  in  the  Quantities  column,  otherwise  it  is  difficult 
for  the  manager  to  see  what  is  the  actual  increase  in  weight  as 
between  the  barley  used  and  the  malt  produced.  A  separate 
statement  should  be  made  up  from  this  account  showing  the 
cost  of  each  material  and  expense  per  quarter  of  malt  made. 
The  malt  used  in  the  brewery  should  be  charged  at  the  average 
market  price  (less  carriage).  Any  own  manufactured  malt 
remaining  unused  in  the  brewery  at  the  date  of  stocktaking 
should  be  deducted  from  the  amount  sent  to  brewery,  treated 
as  stock  at  malting,  and  priced  out  at  a  fair  cost  price 
ascertained  from  the  statement  referred  to. 

(23)  Cooperage  and  Cask  Repairs.— 

This  account  is  debited  with  Coopers'  Wages  (transferred 
from  Wages  Account  in  one  total).  Materials  are  debited  from 
the  Purchases  Books.  When  the  coopers  make  any  new  casks 
the  account  is  credited  and  the  Cask  Account  debited  with  the 
estimated  cost  of  such  casks.  Care  must  be  taken  to  see  that 
the  cost  price  does  not  exceed  the  price  the  casks  could  be 
bought  at  from  other  firms.  On  the  other  hand,  they  must  not 
be  charged  to  Cask  Account  at  above  their  cost,  otherwise  a 
profit  will  be  shown  on  the  transaction,  which  is  not  theoretically 
correct.  The  account  will  contain  entries  for  stock  of  materials 
at  beginning  and  end  of  each  year. 

(23)  Commissions.— 

This  account  may  have  two  or  three  columns,  according  to 
circumstances — one  for  travellers,  if  paid  by  commission;  one 
for  agents ;  and  one  for  carmen  for  commissions  given  them  for 
collecting  casks,  obtaining  orders,  &c.  Any  outstanding  com- 
mission at  stocktaking  must  be  introduced  into  the  account  in 
the  manner  described  under  "  Travelling  Expenses  Account," 
unless,  of  course,  Personal  Accounts  have  been  opened  for  the 
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different  persons  entitled,  in  which  case  they  would  be  treated 
like  ordinary  Bought  Ledger  Accounts. 

<a5)  Trade  Charges.— 

This  account  usually  contains  inter  alia  items  for  brewery 
licences.  As  these  licences  are  paid  a  year  in  advance,  at  stock- 
taking the  amount  prepaid  must  be  calculated  and  brought 
down  in  the  same  way  as,  rates  prepaid  are  brought  do\Mi  on 
the  Rent  Account. 

<27)  Brewery  Rent,  Rates,  Taxes,  Light,  and  Insurance.— 

The  pro  forma  account  given  requires  little  explanation.  By 
using  separate  columns  for  each  main  heading  given  above  much 
trouble  is  saved  at  the  end  of  the  year  in  calculating  the  out- 
standing and  prepaid  amounts.  Some  firms  open  Personal 
Accounts  in  the  Bought  Ledger  for  these,  but  it  is  really  not 
necessar),  as  ail  such  items  have  to  be  paid  regularly,  and  can 
be  posted  direct  from  the  Cash  Book  to  the  Impersonal 
Ledger.  Breweries  are  usually  freehold,  hence  the  item  for 
Rent  seldom  appears,  except  for  Makings,  Stores,  &c.  Of 
course,  separate  accounts  can  be  opened  for  (a)  Rates  and 
Taxes;  {b)  Insurance;  {c)  Light;  (d)  Rent,  if  desired.  Income- 
tax,  Schedules  D  and  A,  should  go  to  a  separate  account  in  the 
Ledger,  as  described  in  the  next  paragraph. 

-(31)  Income  Tax.— 

There  should  be  two  columns,  one  for  Schedule  D  and  the 
other  for  Schedule  A.  One  reason  for  keeping  income-tax  in 
a  separate  account  is  because  King's  taxes  cannot  be  charged 
against  profits  when  arriving  at  the  annual  assessment  under 
Schedule  D.  Another  reason  is  because  any  tax  deducted  when 
pa>-ing  interest  has  to  be  credited  to  Schedule  D  Account 
and  debited  to  the  particular  Interest  Account  affected.     As 
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Brewery 
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Makings 

Rates  and 
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Insurance 
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Oct.    1 
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To  Balance,  prepaid  items. . 

»   Cash— General  Rates  six 

months  to  June 
m     do,      Gas,  I  qr.  to  Xmas 
•     do,      Rent  of  Malting, 

I  qr.  to  Xmas  . . 
»     do,      Fire     Insurance, 

1  year  to  Mar.  25 
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„      do.      Rates,  6   months 

to  Xmas  1905  . . 

,    Balance  owing — 

Rent,  I  qr.  Makings  . . 
Gas,    I  qr.      do. 
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V 

C.B. 
C.B. 

C.B. 

C.B. 
C.B. 
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£ 

£  sd 
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•  • 

•  • 
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24  0  0 

&c. 
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£  s  d 
24  0  0 

50  0  0 

•  • 

•  • 

40  0  0 

■  • 

£  s  d 

•  • 

10  0  0 

•  • 

&c. 
500 

£sd 
21  0  0 

40  0  0 

1 
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61  0  0 

1905 
Oct.  I 
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these  taxes  are  paid  to  April  5th  each  year,  there  will  usually 
be  a  liability  under  both  schedules  to  be  brought  down  as  a 
balance.  There  is  usually  left  a  balance  under  Schedule  D, 
being  the  amount  credited  on  account  of  tax  deducted  from 
interest  and  dividends  when  paid.  The  assessment  is  usually 
settled  by  November,  and  a  reser\'e  sufficient  to  meet  the  amount 
accrued  to  date  may  be  created.  If  the  credit  on  the  account 
is  already  more  than  the  amount  so  calculated  as  accrued  it 
should  be  left  intact,  as  it  will  probably  right  itself  in  time 
owing  to  the  system  of  averaging  three  years'  profits  in  arriving 
at  the  assessable  figure.  Many  complications  arise  when  ascer- 
taining for  a  brewery  company  the  correct  figure  of  the  profits 
for  income-tax  purposes,  and  it  could  not  be  dealt  with 
adequately,  except  at  great  length,  therefore  it  has  not  been 
attempted  in  this  volume.  The  services  of  an  experienced 
accountant  would  probably  be  necessary  for  the  purpose  of  comr 


piling  an  accurate  return,  at  any  rate  for  the  first  one  or  two 
assessments. 

(3J)  Duty.— 

This  account  is  for  the  duty  paid  to  the  Excise  authorities. 
At  date  of  stocktaking  the  liability  for  the  last  month's  duty 
must  not  be  omitted.  The  items  on  the  debit  side  of  the 
account  are  posted  direct  from  the  credit  of  the  Cash  Book. 

(33)  Beer  for  Men,  &c.— 

This  is  a  transfer  once  a  year  from  the  Sales  Ledger  of  the 
total  beer  supplied  to  men  and  brewery  office,  &c.,  the  detailed 
items  for  same  having  been  entered  first  in  the  Sales  Day  Book, 
and  from  thence  debited  to  a  special  account  in  the  Sales 
Ledger.  The  total  is  transferred  annually,  as  indicated,  by 
means  of  the  Journal.    It  is  desirable  to  keep  separate  accounts 
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of  beer  supplied  to  men  and  beer  gi\'en  away  to  customers. 
Therefore  two  accounts  should  be  opened  in  the  Sales  Ledger, 
but  both  transferred  to  the  one  account  in  the  Impersonal 
Ledger. 

(34)  Corks  for  Bottling.— 

These  must  be  kept  separate  in  the  Purchases  Book  from  the 
large  corks  sometimes  used  for  casks,  which  latter  kind  must  be 
classed  with  shives,  &c.  The  account  will  contain  on  the  debit 
side  the  stock  at  start  of  year,  and  all  new  corks  bought,  and 
on  the  credit  side  any  allow-ances  or  returns,  and  the  stock  at 
end,  the  difference  being  corks  used.  In  taking  stock  of  corks 
it  is  permissible  to  include  the  corks  in  the  bottles  of  beer  in 
stock  at  that  date. 

(35)  Wages.— 

To  avoid  having  too  much  detail  in  the  Impersonal  Ledger 
the  most  convenient  way  of  dealing  with  wages  is  to  open  one 
Wages  Cash  Account  in  the  Impersonal  Ledger,  and  post  to  the 
debit  of  that  account,  from  the  Cash  Book,  all  amounts  drawn 
from  the  bank  for  wages.  On  the  credit  side  would  appear  the 
balance  owing  (if  any)  of  wages  at  date  of  last  stocktaking. 
This  amount  owing  frequently  arises  because  the  date  of  stock- 
taking occurs  on  a  different  day  to  that  on  which  the  weekly 
wages  are  due.  A  siimman.-  of  the  year's  wages  under  proper 
heads  can  then  be  made  from  the  weekly  analysis  of  wages  in 
the  Wages  Book,  and,  by  a  Journal  entr)-,  these  totals  can  be 
transferred  from  the  credit  of  Wages  Cash  Account  to  the  debit 
of  such  accounts  as  "  Brewery  Wages,  Cooperage,  Carmen, 
Stables,  Malting,"  &c.  It  may  be  found  more  convenient  to  have 
one  Wages  Account,  which  would  contain  a  Total  column,  and 
also  columns  for  each  class  of  wages.  The  first  system  is,  how- 
ever, most  economical  as  regards  clerical  work.  Separate 
accounts  should  be  opened  for  Salaries  of  Brewer,   Manager^ 
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Office,  and  Travellers  in  the  Impersonal  Ledger,  and  the 
Bottling  Department  Wages  and  Salaries  should  also  be  kept 
distinct.  Care  should  be  taken  to  see  that  the  Wages  Sheets 
are  signed  by  the  person  responsible  for  the  entries  thereon,  that 
the  sheets  go  through  as  many  hands  as  possible,  and  that  the 
person  actually  paying  the  wages  has  nothing  to  do  with  the 
preparation  of  the  Wages  Sheets  themselves. 

(36)  Salaries  of  Brewer,  Manager,  and  Office.— 

Frequently  the  brewer  lives  near  the  brewery,  or  in  a  house 
attached  to  the  premises,  and  the  Rent,  Rates,  Gas,  &c.,  are 
paid  for  by  the  firm.  In  this  case  they  must  be  debited  to 
"Brewer's  Salary,"  and  also  any  beer  which  he  may  be  given 
free.  This  latter  wdll  go  into  the  Sales  Day  Book  and  Sales 
Ledger  in  the  usual  way,  and  be  transferred  at  the  end  of  the 
year,  by  Journal,  to  the  debit  of  "  Brewer's  Salary  Account."  Any 
outstanding  salary,  rates,  &c.,  owing  to  or  on  account  of  the 
brewer  must  be  brought  into  the  account  at  stocktaking.  It  is 
well  to  keep  distinct,  by  means  of  separate  columns,  the 
Brewer's,  Manager's,  and  Office  Salaries. 

(37)  P>?8  Account.— 

Pigs  are  kept  at  many  of  the  country  breweries  with  a  view  of 
disposing  of  some  of  the  surplus  grains.  The  account  is 
opened  on  the  debit  side  with  the  value  of  the  pigs  at  the  com- 
mencement of  the  year,  and  is  also  debited  with  grains  con- 
sumed by  the  pigs  (transferred  by  means  of  the  Journal  from  the 
account  in  the  Sales  Ledger),  and  any  special  expenses,  and 
credited  with  pigs  sold  and  stock  of  pigs  at  end  of  year.  The 
difference,  either  profit  or  loss,  will  be  transferred  to  Profit  and 
Loss  Account. 

(38)  Discount  off  Purchases.— 

Only  Cash  Discounts  must  go  to  this  account,  which  is 
credited  monthly  direct  from  the  total  of  the  Discount  column 
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on  the  credit  side  of  the  Bank,  or  Sundry  Creditors',  Cash  Book. 
Tha"t  column  must  contain  nothing  but  Cash  Discounts,  as  all 
Allowances  or  Trade  Discounts  must  go  through  the  Purchases 
Returns,  if  they  have  not  already  been  deducted  from  the 
invoices  themselves.  It  is  clear  that  a  trade  discount  is  a 
reduction  off  the  price  of  the  goods,  and  has  nothing  to  do  with 
the  discount  given  for  payment  at  the  due  date.  In  the 
Discount  colimin  in  the  Cash  Book  only  those  discounts  should 
be  entered  which  are  posted  to  the  Bought  Ledger,  otherwise 
it  will  be  necessary  to  analyse  the  column  to  enable  the  Bought 
Ledger  Account  to  be  balanced  separately,  as  explained  later 
under  "  Bought  Ledger  Account." 

<39)  Discounts  off  Sales.— 

In  a  brewery  these  are  ver}-  heavy  on  free  house  trade.  If 
separate  Day  Books  are  used  for  trade  with  free  public-houses, 
private  persons,  and  tied  houses,  it  is  verj-  desirable  to  have 
separate  Discount  and  Cash  columns  for  each  in  the  Debtor 
Cash  Book.  This  is  to  enable  the  average  rate  of  discount  on 
each  class  of  trade  to  be  ascertained,  so  that  when  extracting 
the  balances  on  the  Sales  Ledger,  and  placing  them  in  separate 
columns,  a  fairly  accurate  reserAe  for  discounts  may  be  made  as 
at  date  of  stocktaking.  In  arriving  at  the  amount  of  the 
balances  on  which  the  reserves  are  to  be  made,  care  must  be 
taken  to  see  that  bottles  and  stoppers  charged  to  customers 
are  not  included,  as,  of  course,  no  discount  is  allowed  on  those. 
If  a  Wine,  Spirit,  and  Mineral  trade  is  being  done,  and  the 
Ledgers,  &c.,  are  not  kept  separate  from  those  for  beer, 
accurate  figures  for  the  discount  reserves  would  be  very  difficult 
to  ascertain,  and  if  all  sales  are  kept  in  one  Ledger  an  estimate 
would  have  t(j  be  made,  or  when  taking  out  the  balances  on  lists 
the  amount  of  discount  each  account  will  bear  could  be  placed 
against  each  of  such  balances,  and  the  total  of  this  list  would 
be  the  correct  reserve  as  near  as  possible.     Another  method  is 
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to  have  columns  headed  "  20  per  cent,"  "  15  per  cent.,"  &c.,  and 
enter  the  baJances  on  which  discounts  will  be  given  in  theix 
proper    column,    but    this    means    much    work    and    trouble. 
Probably  a  fairly  accurate  estimate  can  be  arrived  at  by  working 
out  the  proportion  the  cash  received  for  the  year  bears  to  the 
total  of  the  Discount  column,  provided  that  no  large  payments 
for  bottles  are  included  in  the  cash.     This  would  obviate  the 
difficulty   and    work    involved    in    keeping    separate    Discount 
columns  for  each  class  of  trade,  and  the  result  would  be  fairly 
accurate.     If  there  are  any  houses  under  "  Management "  the 
discount  on  the  beer  sent  should  be  calculated  at  the  tied  house 
rates  each  month,   and  entered  in  the  Discount  column   and 
credited  to  each  Managed  House  Account. 

(40)  Beer  Sales  (Own  Beer).— 

As  explained  under  the  heading  of  "  Sales  Day  Book,"  a  sum- 
mary is  made  of  the  daily,  weekly,  or  monthly  totals  of  the  Own 
Beer  Sales  Day  Book,  either  at  the  end  of  the  Day  Book  or  in 
a  separate  Summary  Book,  and  this  summary  will  show  the  exact 
barrelage  of  the  sales  of  each  class  of  beer,  and  it  is  therefore 
unnecessary  to  enter  these  deUils  in  the  Beer  Sales  Account  in 
the  Impersonal  Ledger.  The  Bottled  Beer  Sales  will  be  sum- 
marised in  the  same  manner  as  the  cask  beer,  and  the  total 
added  to  the  total  of  the  summary  of  beer  sold  in  casks,  then 
the  total  of  own  beer  sold  will  show  in  one  summary. 
The  total  of  "  Own  Beer  Sales,"  both  barrels  and  money,  will 
then  be  posted  to  the  credit  of  Beer  Sales  Account.  The  totals 
of  Bought  Beer  Sales  and  Sundry  Sales  will  be  posted  to  their 
respective  accounts. 

(41)  Qraflns.— 

The  credits  come  from  the  Summary  of  Sales  Day  Books, 
both  quanUties  and  money,  plus  Journal  entries  re  grains 
sent    to    stable.       An    account     will    have    been     kept     of 
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the  estimated  quantity  of  grains  turned  out  from  the  mash  tuns 
(see  Chapter  VIII..  Form  42),  and  also  of  any  thrown  away,  and 
the  output  from  brewery,  less  that  thrown  away,  should  agree 
withm  a  reasonable  amount  with  the  total  of  the  Quantity 
column  in  the  Grains  Sales  Account.  The  baJance  of  the 
account  is  transferred  to  credit  of  Profit  and  Loss  Account. 

<43  &  43)  Yeast  and  Spent  Hops,  Ac— 

These  merely  require  Quantity  and  Money  columns,  and  are 
credited  from  the  Summary  of  Sales  Book,  and  the  balance  of 
the  account  transfeired  to  Profit  and  Loss  Account  at  end 
of  year. 

<44)  Bad  Debt  Account.— 

The  amount  of  Bad  Debts  incurred  by  a  breweiy,  especially 
one  which  has  a  large  private  and  free  house  trade,  is  usually 
heavy.     If  there  are  several  breweries  in  the  district,  all  doing 
trade  with  private  customers,  it  is  no  uncommon  thing  to  find 
that  when  some  customer  living  in   a   small   house,   or  part 
of  a  house,   has   exhausted  his  credit  with  one  brewery   he 
transfers  his  patronage  ( ?)  to  another  concern,  or  to  another 
agent  of  the  same  concern,  and   so   on,   and   eventuaJly  owes 
money  to  nearly  all  the  breweries  in  the  district,  and  it  may  not 
be  worth  the  cost  of  proceedings  to  recover.     Special  care  is 
therefore  necessary  to  keep  the  private  debts  from  accumulating. 
Another  point  to  bear  in  mind  is  to  see  that  all  contra  accounts 
with  farmers  and  others  are  ascertained  and  introduced  into  the 
books.     An  ample  reserve  should  always  be  provided,  and  it  is 
a  sound  plan  to  add  to  Resene  each  year  a  sum  based  on  a 
fixed  percentage  on  the  sales.    This  percentage  would  vary  with 
different  concerns,  and  depends  greatly  on  how  much  of  the 
trade  is  free  and   how   much   is   tied,   but  it   is   well   to   err 
on    the    liberal    side,    as    it    is    often    astonishing    to    find, 
when   a   breweiy   is   wound   up   or   sold,    how   many   of   the 
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debts  previously  considered  fairly  good  are  actually  bad  and 
irrecoverable. 

The  Bad  Debt  Account  on  the  credit  side  opens  with  the 
Resene  brought  for^vard  from  prenous  year,  and  is  credited 
(and  Profit  and  Loss  Account  debited)  with  the  amount  added 
to  the  account  for  the  current  year,  based  on  a  percentage  on 
sales  or  otherwise,  plus  any  special  amount  required  for  some 
particularly  heavy  debt  considered  doubtful,  such  as  a  loan. 
Items  may  appear  on  this  side  posted  from  the  Bank  Cash 
Book  for  debts  written  off  as  bad  and  afterwards  recovered  in 
whole  or  in  part. 

The  debit  side  is  charged  by  means  of  a  Journal  entry  with 
all  Bad  Debts  and  all  Loans  and  Interest  written  off  as 
irrecoverable.  Rents  receivable  declared  bad  must  not,  how- 
ever, go  to  this  account,  as  losses  on  property  not  in  own  posses- 
sion are  not  allowed  as  a  charge  against  profits  when  arriving 
at  the  amount  assessable  for  income-tax  under  Schedule  D. 
Probably  the  only  other  item  on  the  debit  side  is  the  balance  of 
the  account,  representing  the  Reserve  for  Doubtful  Debts  to  be 
carried  forward  to  the  next  vear. 

^45  &  46)  Plant  and  Machinery,  and  Loose  Plant.— 

This  account  is  charged  with  all  Plant  and  Machinery 
purchased  and  Carriage  on  same,  and  costs  of  fitting 
up,  also  all  Renewals  of  a  fairly  permanent  nature.  All 
small  renewals  of  such  things  as  packing  rings,  gauge 
glasses,  &c.,  should  be  debited  to  Repairs  to  Plant 
Account,  as  should  also  all  costs  of  what  may  be  termed 
"tinkering."  The  Plant  Account  must  be  credited  with  any 
Sales  of  Machinery  and  Plant,  Old  Iron  from  disused  plant. 
Copper,  &c.  &c.,  and  also  with  depreciation.  The  question  of 
Depreciation  is  a  difl^cult  one,  and  there  can  be  no  fixed  rule 
as  to  the  proper  rate  of  writing  of!'.     Some  authorities  consider 
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lo  per  cent,  per  annum  a  fair  rate,  but  probably  ^%  per  cent, 
will  be  found  sufficient.  Of  course,  it  is  sound  policy  to  write 
off  liberally,  and  therefore  a  lo  per  cent,  rate  off  the  balance  of 
the  Plant  Account  at  the  beginning  of  the  year  is  certainly 
advisable,  although  probably  more  than  sufficient.  Boilers  and 
engines  will  certainly  last  for  a  very  long  time  before  requiring 
replacement,  but  many  of  the  other  items  making  up  a  Brewery 
Plant  Account  depreciate  far  more  rapidly,  hence  the  difficulty 
of  arriving  at  a  correct  basis. 

In  many  breweries  a  separate  account  or  column  is 
opened  for  "Loose  Plant  and  Utensils,"  and,  if  there 
is  a  malting  business,  for  '^Malting  Utensils,  &c."  This 
would  render  easier  the  task  of  arriving  at  proper  rates 
of  depreciation.  It  is  well  to  keep  any  malting  plant 
quite  separate  from  brewing  plant,  so  that  the  depre- 
ciation on  the  former  can  be  ascertained  and  charged  to 
Malt  Manufacturing  Account.  Bottling  plant  should  also  be 
kept  separate. 

(48)  Cask  Account.— 

This  is  kept  in  the  same  way  as  Plant  Account,  but  on  the 
debit  side  wHl  be  found  transfers  from   Cooperage  Account, 
representing  cost  of  casks  made  by  the  coopers  on  the  premises^ 
in  addition  to  any  that  may  be  bought  from  outside  makers. 
The  credit  side  may  contain  items  representing  casks  charged 
to  and  paid  for  by  customers.    It  is  very  useful  if  a  small  book 
be  kept  with  a  debit  and  credit  side  showing  the  number  (not 
money  value)   of  casks  owned   by  the  brewery,   divided   into 
columns  for  Hogsheads,  Barrels,  Kilderkins,  Firkins,  and  Pins. 
To  the  balances  at  start  must  be  added  all  casks  bought  or  made 
during  the  year,  and  on  the  credit  side  the  total  number  of 
casks  broken  up,  charged  to  customers,  or  written  off  as  lost. 
This  book  will  then  show  as  nearly  as  possible  the  number  of 
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each  size  of  cask  owned  by  the  brewery,  and  the  balances  of 
each  column  can  be  verified  everv  few  years  bv  taking  out  a  list 
from  the  Cask  Register  of  all  casks  out  and  considered  recover- 
able— ^plus  the  casks,  full  and  empty,  on  the  premises — 
and  any  discrepancy  can  be  inquired  into,  and  adjust- 
ments made,  if  necessax}'.  In  making  out  that  list  from 
the  Cask  Register  a  further  list  should  be  made  of  all  casks 
not  shown  as  charged  to  customers,  and  this  list,  being  in 
numerical  order,  can  be  used  as  the  Stock  Sheet  of  casks  on 
hand,  and  can  be  ticked  off  when  taking  stock  of  casks  on  the 
premises.  Any  cask  number  not  so  ticked  means  a  cask  missing, 
and  inquiries  must  be  made. 

The  question  of  depreciation  on  casks  is  a  vexed  one,  so 
much  depends  on  the  class  of  trade  done — i.e.,  whether  tied  or 
free  trade  predominates,  or  whether  many  casks  are  sent  by  rail. 
In  this  latter  case  the  depreciation  is  heavier  than  if  the  goods 
are  delivered  by  own  carmen.  Again,  if  the  clerical  staff  is 
sufficient  to  keep  a  continuous  watch  on  outstanding  casks,  and 
the  carmen  are  induced  by  means  of  commissions  and  continual 
supervision  to  collect  casks  as  quickly  as  possible,  the  deprecia- 
tion is  considerably  reduced.  Therefore  depreciation  varies  in 
different  breweries.  Mr.  Daniel  Hill  in  his  lecture  recommends 
valuing  all  casks  out  and  in  at  each  audit,  and  taking  them  into 
stock  at  cost,  less  25  per  cent,  for  casks  at  tied  houses,  and  35 
per  cent,  at  other  places.  One  great  objection  to  this  is  the  fact 
that  for  the  first  years  of  a  new  brewery  the  amount  written  off 
would  be  excessive.  A  more  usual  way  is  to  write  off  10  per 
cent,  or  7  %  per  cent. ;  and  all  repairs.  A  rate  of  5  per  cent,  is 
too  low,  except  perhaps  in  the  case  of  a  brewery  whose  business 
lies  in  a  small  area,  where  casks  are  delivered  and  collected  by 
own  men,  and  can  be  looked  up  every  few  weeks ;  but  it  is 
doubtful  even  then  if  casks  will  last  twenty  years,  although  it  is 
wonderful  what  a  skilful  cooper  can  do  in  the  way  of  repairs. 
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However,  it  is  best  to  err  on  the  right  side  and  write  off 
liberally.  A  not  unusual  method  is  to  calculate,  say,  i  per  cent 
on  the  cask  beer  sold,  and  take  that  as  the  figure  of 
depreciation. 

Up  &  50)  Cases  and  Jars.— 

These  accounts  are  worked  in  the  same  way,  but  cases,  not 
usually  being  made  so  strongly  as  casks,  should  have  a  heavier 
depreciation  written  off.  This  must  be  determined  bv  the  local 
conditions  as  to  method  of  delivery.  Jars,  if  numbered  and 
branded,  would  probably  not  require  such  a  hea\  y  depreciation, 
although  the  rate  should  not  be  less  than  10  per  cent.  Here, 
again,  money  can  be  saved  by  an  efficient  system — i.e.,  by  keep- 
ing a  Jar  Ledger  and  Register— and  constant  attention  to  the 
work  of  collection,  but  it  is  impossible  to  indicate  a  fair  rate 
of  depreciation  unless  one  is  conversant  with  the  system  in 
vogue  at  any  particular  brewery.  If  great  care  be  not  taken  in 
collecting,  it  will  be  found  that  the  customers  find  the  jars  very 
useful  receptacles  for  lamp  oil  and  other  household  requisites, 
and  a  heavy  loss  may  result  thereby,  in  addition  to  the  trouble 
of  cleaning  them  if  or  when  they  are  recovered. 

(51)  Bottles  and  Stoppers.— 

This  account  is  kept  on  similar  lines  to  the  above,  but  it  is 
recommended  that  the  depreciation  be  arrived  at  by  means  of  a 
fixed  percentage  on  the  sales.  The  figure  of  loss  thus  arrived  at 
will  then  be  in  exact  proportion  to  the  output.  In  some  mineral 
water  concerns  a  rate  of  3  per  cent  on  the  sales  is  taken,  but 
this  would  probably  be  too  high  for  bottled  beer  trade,  as  the 
bottles  are  not  so  liable  to  burst,  nor  are  they  sent  out  or 
returned  so  often. 

If,  as  described  in  the  chapter  on  Bottled  Beer  Accounts,  the 
botdes  are  charged  to  and  paid  for  by  customers,  there  will  be 


a  Reserve  gradually  worked  up,  and  this  may  be  taken  into  con- 
sideration in  fixing  the  rate  of  depreciation,  but  an  annual 
charge  against  profits  for  loss  and  breakage  is  essential,  and  it 
is  strongly  recommended  that  such  charge  should  be  a  liberal 
one. 

(52)  Horses.— 

This  account  is  kept  on  the  same  lines  as  the  Plant  Account. 
The  rate  of  depreciation  will  to  some  extent  depend  on  whether 
the  trade  is  a  town  or  country  one.    Again,  skilful  management 
of  the  leans  and  journeys  will  tend  to  reduce  the  loss  on  this 
account.     Not  less  than  10  per  cent,  should  be  written  off,  but 
probably  15  per  cent,  per  annum  will  meet  most  cases.     Annual 
valuation    of    horses    is    not    recommended    for    bookkeeping 
purposes,  as  even    if    a    horse    has    appreciated,    its    life  will 
probably  be  only  an  average  one,  and  the  cost  of  such  horse 
should  therefore  be  written  off  in  even  annual  amounts  over 
the  estimated  term  of  the  horse's  existence — i.e.,  if  a  horse  costs 
^£50,  and  it  is  expected  to  be  able  to  work  for,  say,  ten  years, 
it  is  clear  that  jQ$  is  the  correct  sum  to  charge  against  each 
year.     In  a  very  large  concern  keeping  many  horses  it  is  not 
unusual  to  take  every  horse  as  being  worth  the  same  amount, 
which  amount  is  a  sort  of  middle  average  price.     This  works 
fairly  well  when  there  is  a  sufficient  number  to  allow  the  laws  of 
average  to  come  into  play,  but  it  would  certainly  not  apply  to  a 
concern  employing  a  small  number  of  horses. 

(53  A  54)  Vehicles  and  Harness  Account.— 

All  repairs  and  renewals  of  parts  should  be  wTitten  off 
Vehicles  Account,  and  a  percentage  for  depreciation,  71^  per 
cent,  is  usually  found  sufficient,  if  renewals  of  parts  are  not 
added  to  Capital.  With  harness  write  of  all  repairs  to  Profit 
and  Loss  Account,  and  also  renewals  of  parts. 
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(56)  Leasehold  Premises  (Capital  Accounts).- 

A  separate  acroiint  should  be  opened  for  each  property,  and 
notes  made  at  the  head  of  the  account  giving  full  particulars  of 
terms  of  lease,  annual  rent,  &c.  Write  off  annually  either  a 
regular  figure  each  year,  or  form  a  Sinking  Fund.  In  eithtr 
case  it  is  well  to  so  calculate  the  amount  that  the  cost  of  the 
lease,  &c.,  is  written  off  a  year  or  two  before  the  lease 
actually  terminates,  so  as  to  allow  for  the  setting  aside  of 
a  sum  for  dilapidations.  Actual  additions  to  the  buildings  may 
be  debited  to  this  account  and  written  off  as  indicated. 

(58)  Mana^^ed  House  Account.— 

A  separate  account  must  be  opened  for  each  house  so  as  to 
arrive  at  the  i)rofit  or  loss.  All  expenses  and  goods  supplied 
must  be  debited  to  this  account,  and  it  .is  well  to  provide 
columns  for  Expenses,  Beer,  Wages,  Wines,  &c.  &c.  The  items 
for  Rent,  Insurance,  and  Taxes  must  not  be  overlooked,  and 
also  a  charge  for  Depreciation  of  Lease  if  leasehold. 

The  account  is  credited  with  stock  at  end  of  year  and  with  all 
cash  received.  The  cash  received  should  be  banked  intact,  and 
the  manager  supplied  with  a  sum  to  draw  on  for  expenses.  The 
account  must  also  be  credited,  say,  each  month,  with  discount 
on  beer.  &c.,  calculated  at  the  usual  tied  trade  rate.  The 
difference  between  the  two  sides,  either  profit  or  loss,  is  trans- 
ferred at  the  end  of  the  year  to  Profit  and  Loss  Account.  Weekly 
Returns  should  be  made  on  proper  forms  by  the  manager  of 
the  house,  and  the  office  staff  should  check  them,  and  work  out 
the  percentages  of  profit  on  sales,  &c.,  at  least  every  month. 
The  stock  should  be  periodically  taken  by  an  official  sent  from 
the  brewer}^  In  short,  a  very  close  and  efficient  check  must 
be  continually  exercised,  but  the  whole  question  is  more  one  of 
management  than  of  actual  bookkeeping. 
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(59)  Leasehold  Property  Rent  Accounts.— 

A  separate  Ledger  Account  should  be  opened  for  each  pro- 
perty, which  will  ha\e  on  the  debit  side  all  cash  paid  for  Rent, 
Taxes  and  Insurance,  and  Repairs,  &c.,  and  on  the  credit  side 
all  rent  charged  to  tenants.  The  entry  for  tenants'  rent  is 
derived  from  the  Rent  Recei\'able  Book.  Deductions  by 
tenants  on  account  of  "Compensation  Act"  payments  can  be 
entert'd  in  the  Deductions  column  of  that  book,  or 
spe<Mal  Journal  entries  made.  (See  P'orm.  38.)  The  account 
sh(Ail(l  also  be  debited  with  the  amount  being  set  aside 
for  the  purpose  of  writing  off  the  cost,  if  any,  of  the  lease.  The 
balance  of  profit  (jr  loss  on  the  account  is  transferred  direct  to 
Profit  and  Loss  Account,  or  all  the  balances  of  the  different 
properties  may  be  collected  into  one  account  called  "  Rents 
Receivable  Account,"'  and  the  total  only  of  that  account  trans- 
ferred. Any  insurance  or  rates  prepaid,  compensations 
prepaid  or  recoverable,  or  taxes,  &c.,  owing,  must  be  calculated 
at  the  end  of  the  year,  and  brought  down  as  assets  or 
liabilitit-s.  If  the  tenant  cannot  pay  his  rent,  and  it  is  con- 
sidered bad,  it  should  be  credited  to  his  Personal  Rent  Account, 
and  debited  to  the  Rent  Account  of  that  particular  property  in 
the  Impersonal  Ledger,  or,  if  it  is  only  doubtful,  a  resene  can 
be  brought  down  on  the  latter  account  as  a  liability,  thus 
incrtasins  the  loss. 


lili' 


Where  there  are  not  manv  houses  the  Rent  Receivable  Book 
can  be  dispensed  with,  in  which  case  open  an  account  in  the 
Impersonal  Ledger  for  each  property,  and  post  the  cash  as 
received  from  the  tenant  direct  to  the  credit,  instead  of  first 
debiting  the  tenant  fn.m  a  Rents  Receivable  Book  and  crediting 
the  Impersonal  Ledg(  r  Account.  This  obviates  the  opening  of 
a  Personal  Account  for  rent  with  each  tenant.  If  this  plan  be 
adopted,  the  rent  owing  from  tenant  at  the  end  of  the  year  must 
be  introduced  into  the  credit  of  the  account  in  the  Impersonal 
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Ledger  and  brought  down  as  an  asset  (just  as  the  item  of 
"Stock"'  is  introduced  into,  say,  "Hop  Purchases  Account"), 
but  if  the  rent  is  doubtful  it  will  not  be  entered  at  all  until 
paid.  All  Rent  and  Repairs  owing  are  introduced  on  the 
other  side.  It  is  convenient  to  keep  separate  columns  for 
Repairs  and  Rates,  leaving  the  outside  one  for  Rental  and 
Compensation  items. 

As  this  account  ends  at  September  30th  the  amount,  if  any, 
prepaid  under  the  "  Compensation  Act"  will  be  very  small ;  but 
if  the  accounts  were  made  up  to  December,  over  three-fourths  of 
anv  amount  not  recoverable  from  landlord  would  be  prepaid, 
and  would  appear  as  an  asset.  It  will  be  seen  by  this  account 
that  £2  was  deducted  by  tenant  for  compensation,  but  only 
£1  of  this  was  deducted  when  paying  the  superior  landlord. 
(See  Chapter  XII.)  Of  course,  if  desired,  a  separate  account 
can  be  opened  for  compensation  items. 

(60)  Freehold  Property  Rent  Accounts.— 

These  are  kept  on  similar  lines  to  the  Leasehold  Rent 
Accounts,  but,  of  course,  there  will  be  no  debit  for  rent  paid 
by  brewer}-. 

(61)  Reserve  for  Bottles  Chars:ed  to  Customers.— 

This  account  has  been  dealt  with  in  the  chapter  devoted  to 
Bottled  Beer  Accounts,  and,  of  course,  is  necessary  only  when 
bottles  are  charged  to  customers  and  moneyed  out.  The  credit 
side  contains  the  weekly  or  monthly  totals  of  the  Bottles 
Cash  column  of  the  Bottled  Sales  Book,  and  is  debited  with 
the  bottles  credited  to  customers  when  returned  as  per  the 
Returned  Bottles  column  in  the  Bottled  Sales  Book.  The 
balance  of  the  account,  which  will  naturally  be  a  credit  one, 
should  always  be  carried  forward  to  the  next  year,  and  on  the 
Balance  Sheet  should  be  deducted  from  the  total  of  the  debtors. 
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It  is  conceded  that  this  Resen^e  Account  may,  and  often  does, 
contain  some  real  profit,  but  it  being  practically  impossible  to 
ascertain  the  amount  it  is  therefore  safer  to  treat  the  whole 
balance  as  described. 

(6a  &.  64)  Loans  to  Customers  and  Tenants.— 

A  separate  account  is  opened  for  each  loan,  headed  with  the 
Name  of  the    Borrower,    DeUils    of    any    Securities,  Rate  of 
Interest,  and  Due  Date,  and,  if  a  tenant,  the  date  his  lease 
expires.     This  latter  information  is  important,  as  it  is  usually 
found  advisable  to  reduce  the  Loan,  Rent,  and  Beer  Accounts 
towards  the  end  of  the  lease,  otherwise  a  bad  debt  may  result, 
unless  security  is  given  by  the  tenant.    The  interest  on  the  loan 
may  be  entered  on  the  debit  of  same  page  in  the  inner  column 
by  means  of  the  Journal,  and  credited  to  Interest  on  Loans 
Account.     In  many  cases  the  interest  is  charged  to  the  tenant's 
Rent  Account,  or  both  Rent  and  Interest  are  charged  to  the  Beei 
Account.     The  combined  Loan  and  Interest  Account  is  recom- 
mended,   as    there    is    less    likelihood    of    interest    remaining 
uncharged,  and  when  the  cash  is  received  it  is  entered  on  the 
credit  side  of  the  account  in  the  Interest  column,  and  any  tax 
deducted  must  be  credited  also  by  means  of  a  Journal  entry, 
and   income-tax,   Schedule  D,   debited.      The   Loan   Accounts 
must  be  carefully  and  continually  watched,  as  very  heavy  losses 
mav  be  incurred. 

A  special  word  is  necessary  with  regard  to  the  system 
much  in  vogue  in  London,  where  the  brewers  are  the 
owners  of  certain  houses,  and  find  that  the  magistrates 
will  not  grant  licenses  unless  the  tenants  have  a  very 
substantial  interest  therein.  This  difficulty  is  usually  met 
by  the  brewers  selling  the  houses  to  the  tenants,  and 
lending  them  the  whole  or  the  greater  part  of  the  purchase- 
money  on  the  security  of  the  properties.    The  necessary  entries 
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in  the  books  can  be  made  by  crediting  the  various  Property 
Accounts  in  the  Impersonal  Ledger  and  debiting  the  tenants 
with  the  sale  price,  or  cheques  may  be  exchanged.  If  sold  at 
higher  prices  than  those  at  which  the  properties  stand  in  the 
brewery  books,  the  differences  should  be  carried  to  a  Special 
Reserve,  as  it  is  usually  verj^  doubtful  if  the  sale  price  (i.e.t  the 
loan)  will  ever  be  really  paid  in  full,  and  should  the  houses  be 
bought  back — i.e.,  the  loans  called  in — such  resen'es  will  in  all 
probability  be  required.  In  any  case,  if  a  loan  is  called  in  and 
a  house  bought  back,  the  Property  Account  should  not  be 
debited  wnth  a  larger  figure  than  that  of  the  original  cost  price 
to  the  brewery,  as  otherwise,  in  time,  the  houses  might  stand 
in  the  books  at  unduly  inflated  prices.  If  the  concern  is  a 
limited  company,  and  the  properties  as  a  whole  show  that  the 
present  valuations  are  considerably  less  than  the  original 
purchase  prices,  and  if  sufficiently  large  reserves  have  not  been 
accumulated,  a  reduction  of  capital  seems  to  be  the  best 
solution  of  the  difficulty. 

(63  &.  65)  Mortgages  and  Loans  to  Brewery. - 

Separate  accounts  will  be  opened  f(3r  each  loan,  with 
columns  on  each  side  for  Interest.  The  interest  on  the  credit 
side  is  entered  by  means  of  the  Journal  in  the  inner  column, 
and  when  paid  the  cash  is  debited.  Any  tax  deducted  must  also 
be  debited  and  Income-tax,  Schedule  D,  Ac(  ount  credited.  The 
interest  credited  as  indicated  is  debited  to  Interest  on  Loans 
Account.  Interest  paid  to  bankers  should  always  go  to  a 
separate  account,  so  that  it  may  not  Le:  lust  sight  of  when 
making  the  return  for  income-tax. 

<68)  Sales  Ledger  Account  (for  Self-balancing  Ledger 
System).— 

It  is  very  desirable  to  be  able  to  balance  each  set  of  Ledgers, 
or  even  each  Ledger,  separately — firstly,  to  ascertain  the  correct- 
ness   of   the    postings    and    the    extraction    of    the    balances ; 
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secondly,  to  ascertain  in  total  at  any  time  how  much  is  owing  to 
the  concern  on  any  Ledger,  or  set  of  Ledgers,  without  the 
trouble  of  taking  out  a  list  of  balances.  It  operates  as  a  partial 
check  on  fraud,  more  particularly  if  the  Day  Books,  Cash 
Books,  and  Ledgers  are  kept  by  different  persons.  The  form 
given  herewith  shows  clearly  the  working  of  the  system.  The 
main  point  to  be  borne  in  mind  is  that  every  item  posted  to 
the  Sales  Ledgers  must  be  also  posted  to  the  Sales  Ledger 
Account  in  total,  or  in  detail  if  it  is  a  special  entry,  such  as 
an  item  of  cash  returned  to  customer.  Transfers  to  the  Bought 
and  Impersonal  Ledgers  should  always  be  made  through  the 
Journal. 

When  balancing  the  whole  of  the  books  at  any  time  it  is 
only  necessary  to  have  ever}'thing  posted,  including  the  totals 
of  all  the  books,  to  the  proper  accounts  in  the  Impersonal 
Ledger,  and  also  to  the  Bought  and  Sales  Ledger  Accounts,  if 
the  latter  accounts  are  affected.  Then,  by  taking  out  a  list  of 
the  Impersonal  Ledger  items,  and  adding  to  these  the 
balances  of  the  Bought  Ledger  and  Sales  Ledger  Accounts, 
and  the  Cash  Book,  the  two  sides  should  agree.  While 
this  is  being  agreed  a  list  is  made  of  all  the  balances 
on  the  Sales  Ledger,  and  the  total  of  such  list  should 
agree  with  the  total  of  the  Sales  Ledger  Account.  The 
same  is  done  with  the  Bought  Ledger  balances.  One  great 
advantage  is  that  if  there  are  any  errors  m  the  postings  of  any 
Ledger  it  can  be  ascertained  in  what  Ledger,  or  set  of  Ledgers, 
they  are,  thus  saving  much  valuable  time  in  looking  for  them. 
If  separate  Ledgers  are  kept  for  tied  trade,  private  trade,  &c., 
then  by  means  of  separate  Day  Books,  and  Discount  and  Cash 
columns  in  the  Debtor  Cash  Book,  each  Ledger  can  be 
balanced  separately;  and  in  large  concerns,  where  a  separate 
clerk  is  kept  for  each  Ledger,  it  is  highly  desirable  to  have  such 
a  system.     It  must  be  understood  that  this  account  is  only  a 
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Memorandum  Account,  as  the  items  have  already  been  posted  in 
detail.  The  system  can  also  be  extended  to  Loan  Ledgers, 
Interest  and  Rent  Ledgers,  by  means  of  separate  columns  in  the 
different  subsidiary  books. 

(69)  Bought  Leds:er  Account.— 

This  account  is  raised  in  the  same  manner  as  the  Sales 
Ledger  Account.  The  Bills  Payable  debited  to  Bought  Ledger 
Accounts  must  not  be  forgotten,  and  care  must  be  taken  to  see 
that  no  discounts  are  included  in  the  Credit  Discount  column 
of  the  Cash  Book,  except  those  that  have  been  posted  to  the 
Bought  Ledger.  There  may  be  a  few  items  of  Cash  received 
which  have  been  posted  to  the  credit  of  certain  Bought  Ledger 
Accounts.  These  must  be  credited  to  the  Bought  Ledger 
Account.  Possibly  also  some  small  amounts  have  been  paid 
through  the  Petty  Cash,  and  the  Separately  Posted  column  of 
that  book  should  be  examined,  and  any  such  items  debited  to 
the  Bought  Ledger  Account. 

(70)  Capital  Accounts.— 

If  the  brewery  is  a  private  concern  there  will  appear  in  the 
books  one  or  more  Partners'  Capital  Accounts.  Usually 
a  separate  Drawing  Account  is  kept  for  each  partner, 
and  interest  charged  on  each  amount  drawn  out.  The  total  of 
Drawings  and  Interest  is  transferred  at  the  end  of  the  year  to 
the  debit  of  the  Partners'  Capital  Accounts,  and  interest  is 
credited  on  the  capital  balances  at  the  beginning  of  the  year 
and  on  any  capital  introduced  during  the  year,  and  the  shares 
of  profit,  when  ascertained,  are  also  credited.  The  balances 
represent  the  capital  of  each  partner  at  the  end  of  the  year. 

If  the  concern  is  a  limited  company  there  will  be  one  or  more 
Share  Capital  Accounts,  which  will  be  credited  with  the  shares 
issued.     In  the  case  of  companies,  the  profit  remains  in  the 
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Profit  and  Loss  Account  until  allocated  to  Dividend  Accounts, 
Reserve  Accounts,  &c.  &c. 

(71)  Beer  Manufacturing:  Account.— 

This  account  collects  the  balances  from  the  various 
Material  Accounts,  showing  duty  and  the  cost  of  materials 
used  in  making  the  beer.  Many  brewers  also  like  to  include  the 
cost  of  brewing  wages,  the  salar}-  of  the  brew^er  or  brewers,  &c. 
It  must  be  remembered  that  it  is  impossible  to  ascertain 
exactly  the  real  cost  of  brewing,  unless  the  brewery  stands  by 
itself,  so  that  the  Rates,  Taxes,  Water,  Gas  or  Electric  Light, 
and  Wages  can  be  kept  quite  separate  ;  and  this  can  only  be 
done  if  the  Offices,  Stables,  Cooperage  Department,  &c.  &c.,  are 
on  land  quite  distinct  from  that  on  which  the  brewery  stands, 
with  their  own  water  and  gas  supplies,  and  rated  and  taxed  also 
separately.  Therefore,  as  this  can  seldom  be  arranged,  it  is 
usual  to  include  in  the  Beer  Manufacturing  Account  only  the 
bare  cost  of  Materials  consumed.  Duty,  and  Brewing  Wages,  and 
when  the  brewer  is  also  manager  it  is  well  to  leave  his  salary  out 
of  that  account.  The  account  is  raised  principally  for  the 
purpose  of  being  able  to  compare  year  by  year  the  cost  per 
barrel  of  beer  manufactured,  and  it  is  clear  therefore  that  it  is 
a  matter  of  indifference  what  items  are  included  in  that  account, 
so  long  as  it  is  raised  on  the  same  basis  every  year,  otherwise 
comparisons  cannot  easily  be  made.  Therefore  if  at  any  time 
it  is  desired  to  compare  the  cost  of  manufacture  at  one  brewery 
with  that  of  another,  care  must  be  taken  to  see  that  the  Manu- 
facturing Accounts  of  each  brewer)^  are  raised  on  similar  lines. 

The  author  has  several  times  been  asked  by  clients,  "  How  is 
it  our  beer  costs  us  (say)  j£i  2s.  od.  per  barrel,  whereas  Messrs. 
Jones  tell  me  theirs  only  costs  17s.  per  barrel?"  The  probable 
explanation  of  the  greater  part  of  the  difference  is  that  Messrs. 
Jones  have  not  included,  say,  Duty  in  their  account,  or  one's 
own  client  has  charged  Water,  Coal,  &c.,  in  his. 
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BEER    MANUFACTURING    ACCOUNT. 
(Debit   Sidb  Only.) 


Date 


Cost  per 

Barrel  made, 

Year  to 

Sept.   30th 

1904 


£   s       d 

o    6    2"oi2  I  To  Malt  used 
o    2    0-126       »   Sugar  .. 


o  2     1*470 

o  o    6'ioi 

o  I   11-943 

o  7  11-040 


£1     o    8-692 


„  Hops 

„  Finings,  &c 

„  Wages  

«  Duty 

A'o/*.— No.  of  Barrels  racked 
per  Brewing  Book — Less 
returned  Beer  used  again  for 
year  to  September  30th  1903, 
5,069  Barrels. 


Folio 

Cos!  per 

Barrel  made. 

Year  to 

Sept.  30th 

1905 

£    s       d 

£     s    d 

Jl- 

0    6    6-578 

1,659  '2     8 

m 

0     I    9-950 

463   12     0 

m 

0    I    9044 

444    9    5 

H 

0    0    6-636 

1*0    3    2 

» 

0    2    0-147 

510    0    0 

» 

0    7  10-192 

1,989    8    6 

£1     o    6-547  I  £5.207     5     9 
I 


It  is  perhaps  not  advisable  to  charge  roal  unless  it  is  used  for 
steam  for  the  brewing  alone,  and  not  for  cask  washing,  warming 
of  office,  &c. 

On  the  left-hand  side  of  the  account  is  a  Memo,  column, 
showing  the  cost  per  barrel  of  the  previous  year  for  purposes  of 
comparison.  If  thought  necessary,  columns  can  be  provided 
showing  the  quantities  of  each  material  used,  and  the  quantity 
per  barrel,  and  to  do  this  the  Malt,  Hops,  and  Sugar  should  be 
reduced  to  pounds  weight,  and  worked  out  showing  so  many 
pounds  per  barrel.  When  comparing  the  cost  per  barrel  of  one 
year  with  another,  allowance  must  be  made  for  any  variations  in 
the  quantities  of  the  different  kinds  of  beer  made.  For 
instance,  in  one  year  the  demand  for  light  ales  may  have  been 
greater  than  the  following  year,  and  so  on. 
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The  total  of  the  Beer  Manufacturing  Account  is  transferred 
to  the  debit  of  Trading  Account.  Any  beer  returned  and 
worked  up  again  is  deducted  from  the  number  of  barrels  made 
for  purposes  of  calculating  cost  per  barrel,  as  it  is  clear  that 
such  beer  has  cost  nothing,  or  practically  nothing,  for  materials 
when  worked  up  again,  as  the  materials  were  used  and  charged 
to  Manufacturing  Account  when  the  beer  was  first  made. 


(7a)  Own  Beer  Trading  Account. — 

To  this  account  is  transferred  the  totals  of  the  Beer  Manu- 
facturing Account  and  the  Own  Beer  Sales  Account,  together 
with  the  number  of  barrels  racked  and  sold.  The  stocks  of 
beer  at  the  beginning  and  end  of  the  year  are  introduced  into 
the  account.  The  balance  of  the  Money  colunm,  when  struck, 
represents  the  gross  profit,  and  the  balance  of  the  Barrels 
column  the  deficiency  or  waste,  which  should  agree  generally 
with  the  deficiencies  as  shown  by  the  Beer  Stock  Book.  A 
Money  column  is  provided  to  show  the  average  per  barrel 
realised  by  the  sales,  also  the  gross  profit  per  barrel  sold.  The 
brewer  will  doubtless  look  into  the  question  of  waste,  if  it  is 
not  an  average  or  reasonable  percentage,  but  the  Beer  Stock 
Books  should  show  this  month  by  month,  and  the  cause  of  any 
serious  discrepancies  should  have  already  been  ascertained,  and 
further  waste  prevented,  if  possible. 

The  gross  profit  per  barrel  is  worked  out  on  the  barrels  sold. 
The  stock  of  beer  should  be  priced  out  at  cost  of  Materials, 
Duty,  and  Wages.  It  is  necessarily  an  estimate,  but  care 
must  be  taken  that  the  price  errs  on  the  side  of  moderation,  so 
that  no  profit  is  anticipated. 

(73)  Profit  and  Loss  Account.— 

No  hard  and  fast  rule  can  be  laid  down  as  to  the  form  or 
arrangement  of  a  Profit  and  Loss  Account,  as  the  accounts  of  all 
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breweries  vary,  and  the  form  given  is  only  to  indicate  the  usual 
headings,  and  to  show  a  useful  method  of  classifying  expenses. 
It  will  be  noticed  that  the  costs  of  delivery  are  kept  separate  as 
far  as  possible.  This  will  be  found  useful  for  the  purpose  of 
calculating  the  average  cost  of  deliver}'  per  barrel  sold.  It  is 
astonishing  what  economies  can  be  effected  by  a  skilful  arrange- 
m.ent  of  the  deliveries  and  rounds,  and  the  consequent  saving 
in  wear  and  tear  of  horses  and  men's  time.  If  the  brewery  is 
a  limited  company  there  will  be  other  items  in  the  account — 
such  as  Transfer  Fees,  Directors'  Fees,  Interest  on  Debentures, 
Dividends,  &c. 

If  there  are  any  investments  in  other  companies  a  separate 
account  should  be  opened  for  each  investment.  The  inner 
column  may  contain  the  di\idends  or  interest  received  there- 
from, and  the  total  dividends  transferred  annually  to  the  credit 
of  Profit  and  Loss  Account.  If  there  is  a  wine  and  spirit  trade 
done  the  gross  profits  therefrom  will  be  entered  in  the  first  part 
of  the  Profit  and  Loss  Account,  next  to  the  Sales  of  Residuals, 
and  headings  will  appear  amongst  the  expenses  for  "Wine 
Department  Depreciation,  &c.,  Wages,  Bottles,  &c.  &c." 

With  regard  to  Advertising,  many  firms  spend  considerable 
sums  upon  large  and  expensive  plate-glass  mirrors,  on  which 
appear  the  name  of  the  brewer}-  and  other  details.  These  are 
fitted  up  in  the  public-houses,  but  are  usually  returnable  at  the 
discretion  of  the  brewery.  There  are  many  other  similar 
expensive  forms  of  advertising,  and,  of  course,  it  is  good  policy 
to  write  off  the  cost  of  these  year  by  year,  but  there  is  no  neces- 
sity to  do  more  than  to  write  off  depreciation,  as  the  mirrors 
last  for  many  years,  and  can  usually  be  transferred  from  one 
house  to  another.  Under  these  circumstances  it  is  recom- 
mended that  a  separate  account  should  be  opened  under  the 
head  of  "  Mirrcrs,  Tablets,  &:c." 
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A  column  has  been  provided  on  both  the  debit  and  credit 
sides  for  the  purpose  of  entering  the  figures  of  the  previous 
year's  trading,  also  a  column  for  the  amount  of  each  class  of 
expenditure  per  barrel  sold  for  the  current  year.  The 
gross  profit  on  Bought  Beer  Trading  Account  will  be 
worked  out  on  the  number  of  barrels  sold  of  other  makers' 
beer,  and  the  cost  per  barrel  of  expenses,  such  as  Costs 
of  Deliver\',  Office  Expenses,  Bottling  Expenses,  &c.  &c., 
will  be  calculated  on  the  total  barrels  sold  of  both  own 
beer  and  other  makers'  beer. 

One  of  the  principal  objects  of  good  bookkeeping  is 
undoubtedly  to  enable  the  expenses  to  be  grouped  under  con- 
venient heads,  and  to  be  able  to  compare  the  amounts  so  arrived 
at  with  those  of  previous  years;  and  by  means  of  the  above- 
mentioned  columns,  and  more  particularly  by  comparing  the 
amount  per  barrel  sold,  it  should  be  comparatively  easy  to 
ascertain  if,  and  where,  expenditure  is  increasing,  and  to 
economise  where  possible,  but  with  due  regard  to  efficiency. 
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<74)  Balance  Sheet.— 

Like  the  Profit  and  Loss  Account,  this  is  given  merely  as  an 
example  of  how  the  items  of  assets  and  liabilities  may  be  con- 
veniently grouped.  By  placing  the  Cash  and  Debtors  first  on 
the  Assets'  side,  and  the  Current  Liabilities  first  on  Ihe 
Liabilities'  side,  it  can  then  be  easily  seen  if  the  liquid  assets 
are  or  are  not  sufficient  to  meet  the  current  liabilities  as  and 
when  payable. 

As  has  been  before  explained,  the  "  Reserve  Account  for 
Bottles  Charged  to  Customers"  is  deducted  from  the  total  of 
the  debtors,  as  the  greater  part  of  the  bottles  so  charged  will 
be  returned,  and  will  not  eventually  take  the  form  of  cash. 

The  Reserve  for  Freehold  Buildings  is  usually  considered 
necessary  to  provide  for  the  time  when  the  freehold  houses  will 
require  to  be  rebuilt 

The  Interest  accrued  on  Mortgages  is  placed  with  the 
Mortgage  Loans,  and  not  with  the  Sundry  Creditors,  as  the 
interest  is  secured  by  the  Mortgage  Deeds. 


CHAPTER    X. 


STOCKTAKING. 


A  few  points  connected  with  the  annual  stocktaking  may  be 
found  useful.  With  regard  to  Stocks,  beer  in  course  of  manu- 
facture must  not  be  overlooked,  also  returned  beer  which  it  is 
intended  to  work  up  into  future  output.  With  regard  to  the 
beer  in  course  of  manufacture,  i*  is  best  to  leave  it  entirely  out 
of  the  stock,  as  otherwise  the  various  Beer  Stock  Accounts  will 
not  agree  wnth  the  total  output,  as  the  beer  will  not  have  been 
debited  to  such  Stock  Book.  In  this  case,  of  course,  the  cost 
of  materials  used,  or  partly  used,  for  the  beer  in  course  of  manu- 
facture must  be  treated  as  though  such  materials  were  in  stock. 

As  an  alternative  the  beer  when  finished,  say,  on  October 
3rd,  can  be  taken  into  stock  as  though  it  were  finished  on 
September  30th,  and  the  Stock  Accounts  debited,  and  the 
output  increased  accordingly.  The  actual  stock  of  materials 
need  not  then  be  adjusted  in  any  way. 

Stocks  of  material  bought,  but  which  are  lying  at  sellers' 
warehouses,  or  at  any  rate  not  on  own  premises,  must 
be  verified  by  certificates  from  the  persons  in  whose 
charge  they  are.  Stocks  of  Coal  and  Coke,  Stationer)', 
Labels,  Coopering  Materials,  Corks,  Bungs,  Shives,  Fodder, 
.&c.,  must  be  carefully  taken  and  priced  out  at  cost,  or 
at  market  price,  if  the  latter  is  below  the  cost.     If  any  goods 
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have  depreciated  a  sufficient  amount  must  be  taken  off  the 
cost  to  meet  the  loss.  The  Stocks  at  Managed  Houses  must  be 
taken  by  an  official  from  the  brewery.  In  taking  the  Stock 
of  Beer  in  Casks  it  should  be  ascertained  that  every  cask 
contains  its  proper  quantity  of  beer. 

AH  outstanding  accounts  of  liabilities  must  be  obtained,  if 
not  already  in  the  books.  A  frequent  source  of  delay  is  the  non- 
arrival  of  accounts  for  such  items  as  Repairs  to  Plant,  Vehicles, 
and  Buildings,  Farriers  and  Veterinary-  Expenses,  and  New 
Buildings,  but  if  written  orders  have  been  given  for  everything 
there  should  be  no  difficulty  in  ascertaining  all  items  for  which 
no  accounts  have  been  received.  As  described  under  the  head 
of  "  Invoices,"  the  Order  Book  will  not  have  been  used  for  such 
items  as  Law  Charges,  Gas,  Electric  Light,  and  Water,  the 
accounts  for  which  must  be  obtained. 

All  Stocks  (for  which  Stock  Books  are  kept)  when  taken 
should  be  compared  with  the  balances  as  shown  by  the  Stock 
Books,  and  adjustments  of  these  books  made  where  neces- 
sary, and  the  balance  brought  do\\T»  agreeing  with  the  actual 
stocks  as  shown  by  the  Stock  Sheets.  When  the  Ledger 
Accounts  for  Hop  Purchases,  &c.,  are  completed  the  deficiencies^ 
there  shown  should  agree  verj-  nearly  with  the  deficiencies  as 
per  Stock  Books.  • 

lliere  may  be  outstanding  amounts  owing  for  Commission  to 
Travellers,  Agents,  and  Carmen.     These  must  be  ascertained. 

A  list  of  the  Sales  Ledger  balances  must  be  made,  and  agreed 
with  the  Sales  Ledger  Account  in  the  Impersonal  Ledger,  after 
all  Impersonal  Accounts — such  as  "  Beer  for  Men,"  "  Brewer's 
Beer  Account."  "Grains  for  Stable*' — have  been  duly  trans- 
ferred to  the  Impersonal  Ledger,  and  all  Bad  Debts  written  off- 
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The  balances  on  the  Bought  Ledger  should  be  agreed  with 
the  Bought  Ledger  Account  and  with  the  statements  sent  in, 
and  to  expedite  this  it  is  usual  to  send  a  printed  postcard  with, 
say,  the  words  "Stocktaking,  September  30th  1905,"  on  the 
back,  and  a  request  for  the  statement  to  be  sent  in  at  once. 
If  any  discrepancies  are  then  found  they  should  be  settled  as 
soon  as  possible. 

The  Cash  Book  and  Petty  Cash  Book  and  Purchases  Books 
should  be  examined  to  see  if  any  vouchers  are  misang,  and 
duplicates  obtained  where  necessary.  This  having  been  done, 
and  a  Trial  Balance  having  been  made,  the  Profit  and  Loss 
and  Manufacturing  Accounts  can  be  prepared  and  Balance 
Sheet  completed  ready  for  audit. 
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CHAPTER    XI. 


AUDIT. 


It  is  not  necessary,  or  even  practical,  to  attempt  to  deal  in  a 
single  chapter  with  the  whole  routine  of  a  brewery  audit,  a 
great  part  of  which  is  common  to  the  auditing  of  all  trading 
concerns.  Therefore  it  is  proposed  only  to  refer  to  points 
arising  principally  in  brewery  businesses,  or  to  those  which 
require  special  treatment.  It  vnll  be  found  that  attention  has 
already  been  drawn  to  most  of  those  points  in  various  parts  of 
this  volume,  and  therefore  it  is  only  necessary  to  briefly  refer 
to  many  of  them. 

Assuming  that  the  ordinary  audit  work  has  been  completed, 
the  principal  points  requiring  attention  are  as  follow  : 

(i)  The  brewer  having  been  asked  for  information  as  to  the 
total  quantity  of  beer  racked,  verify  this  by  examining 
the  official  Excise  Book,  and  the  totals  there  shown 
should  agree  approximately  with  the  brewer's  statement. 
The  Excise  officers  allow  a  percentage  for  waste,  but 
this  percentage  usually  turns  out  to  be  more  than  the 
actual  wastage.  The  next  step  is  to  verify  the 
deficiencies  (in  quantities)  shown  by  the  Beer  Trading 
Account  with  the  various  differences  on  the  Beer  Stock 
Accounts.  The  percentage  of  waste  on  output  should 
be  compared  with  that  of  previous  years.  When  this 
has  been  done  there  is  little  room  for  errors  in 
quantities,  and,  incidentally,  these  checks  verify  the 
Sales. 
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(2)  The  brewer  having  supplied  a  statement  of  the 
quantities  of  materials  used  for  brewing  during  the 
year,  compare  these  with  the  results  shown  in  the 
various  Materials  Accounts  in  the  Impersonal  Ledger. 
Compare  these  also  with  the  Stock  Book  entries  of 
materials  used,  and  look  carefully  into  any  serious 
discrepancies.  This  work  incidentally  assists  in  verify- 
ing the  quantities  of  the  Stocks  of  Materials. 

{3)  See  that  beer  in  process  of  manufacture  is  included  in 
the  Stock  of  Beer,  or  that  the  materials  used  therein 
have  been  adjusted  on  the  Stock  Sheets. 

(4)  Verify  part  of  the  Beer  Sales  Day  Book  by  means  of  the 

Order  Books  and  the  Cellarman's  Sheets,  and  see  that 
entries  in  Beer  Stock  Books  are  in  accordance.  Verify 
Cash  Sales  of  Grains,  Yeast,  &c.,  by  means  of  the 
Summaries  of  the  Ticket  Books,  and  check  some  of  the 
Ticket  Book  counterfoils  themselves  with  such  Sum- 
maries. Also  see  that  the  debit  of  the  Grains  Book 
agrees  with  the  amount  of  grains  produced  by  the 
brewery,  or  ascertain  that  the  brewer  has  personally 
seen  to  such  debit  entries. 

(5)  See  that  separate  accounts  are  opened  for  the  sales  of 

each  kind  of  by-products,  and  compare  the  percentages 
of  such  sales  on  the  beer  produced,  with  those  of 
former  years. 

(6)  Ascertain  that  the  systems  of  internal  check  as  regards 

Cash  Received,  Beer  Returned,  Bottles,  and  Wages 
Paid  are  satisfactory.  Also  that  the  Petty  Cash  Book  is 
regularly  examined  and  passed  by  the  manager. 

(7)  As  discounts  allowed  to  customers  axe  so  heavy  it  is  of 

the  greatest  importance  that  the  cashier  should  have 
nothing  to  do  with  the  posting  up  of  the  Sales  Ledgers. 
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The  Beer  Returns  and  Allowances  Book  should  not  be 
controlled  by  either  the  cashier  or  the  Ledger  clerk. 
If  a  bottled  beer  trade  is  carried  on,  and  more  particu- 
larly if  the  bottles  are  charged  for,  see  that  the  system 
of  checking  bottles  returned  is  such  as  to  prevent 
defalcations,  especially  on  the  part  of  the  carmen. 

(8)  The   basis    on    which    the    Reserve    for    Discounts    on 

Debtors'  Accounts  is  raised  should  be  ascertained,  and 
verified  as  far  as  possible. 

(9)  See  that  the  Resene  for  Bad  Debts  is  sufficient,  and, 
with  this  object  in  view,  examine  the  Quarterly 
Balances  Book  and  the  Monthly  Statement  Book,  and 
give  special  attention  to  those  cases  where  the  leases  of 
tenants  are  expiring  shortly,  or  have  expired.  In  this 
connection  do  not  forget  the  rents  owing  by  tenants, 
and  loans  to  customers,  and  interest  on  same. 

(10)  Compare   the  cost  per  barrel   of   materials   used,    and 

delivery  and  other  expenses  of  the  current  year,  with 
those  of  previous  years. 

(11)  See  that  the  Stocks  at  houses  under  management  have 

been  taken  by  independent  persons,  and  check  some  of 
the  signed  Weekly  or  Monthly  Returns  with  the  cash 
received.  These  remarks  also  apply  to  Agency  and 
Depot  Returns. 

(12)  Ascertain  what  steps  have  been  taken  to  make  certain 

that  accounts  for  all  lial)ilities  have  been  received,  and 
in  this  connection  see  that  the  Goods-in  Books  and 
Order  Books  have  been  properly  dealt  with.  Particular 
attention  should  be  given  to  Accounts  for  Repairs  to 
Houses,  Architects'  and  Legal  Charges,  &c.,  and  always 
compare  creditors'  statements  with  the  accounts  in  the 
Bought  Ledger.  See  that  all  Rebates  and  Travellers' 
Commissions  have  been  introduced  into  the  books. 
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(13)  Check  Travellers'  Cash  Books  up  to  date,  and  see  that 

regular  settlements  have  been  made. 

(14)  See  that  each  property  has  a  separate  Rental  Account 

opened,  and  ascertain  reasons  for  there  being  no  income 
received. 

(15)  Verify  all  Capital  Expenditure,  with  particular  attention 

to  any  additions  to  cost  of  freehold  or  leasehold  pro- 

« 

perties.  Also  see  that  casks  made  by  own  coopers  are 
being  charged  to  Cask  Account  at  a  proper  price. 

(16)  Every  few  years  the  Stock  of  Casks  on  premises  should 

be  taken  by  the  management,  with  the  distinctive 
numbers  of  the  same,  and  lists  compiled  of  casks  out 
with  customers.  The  necessary  adjustments  owing  to 
mistakes  in  taking  numbers,  and  other  reasons,  can  then 
be  made,  and  the  value  of  the  Asset  Account  for  Casks 
to  some  extent  verified. 

(17)  See  that  the  Account  for  "Beer  for  Men"  has  been 

passed  by  an  independent  oflScial. 

(18)  Verify   the   amounts  brought  down   on   Property   Rent 

Accounts  representing  "compensation"  prepaid  items, 
or  recoverable  from  landlords  if  not  already  deducted, 
and  also  see  that  the  correct  amounts  have  been 
deducted  from  the  rents  payable  to  the  landlords,  and 
that  too  much  has  not  been  deducted  by  tenants. 
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Finally,  special  attention  should  be  given  to  the  grouping  of 
the  items  on  the  Profit  and  Loss  Account,  so  that  the  proper 
percentages  of  Expenses  on  Sales  can  be  arrived  at. 
When  dealing  with  such  percentages  any  variations  in  the  class 
of  trade  done—i.e.j  whether  free,  tied,  private,  &c. — must  be 
taken  into  consideration. 
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LICENSING     ACT.     1904. 

By  W.  C.  NORTHCOTT. 


Until  quite  recent  date  the  subject  of  licensing  would 
hardly  have  been  one  requiring  treatment  in  a  book  on  Brewery 
Accounts,  but  the  passing  of  the  Licensing  Act,  1904,  has  raised 
points  which  cannot  be  ignored  by  those  connected  with  the 
keeping  of  such  accounts,  and  with  which  those  who  aspire 
to  conduct  brewery  audits  should  be  thoroughly  conversant.  The 
text  of  the  Act  and  schedules  is  appended  for  purposes 
of  reference. 

Since  the  days  of  Edward  VI.,  from  which  the  licensing  laws 
of  this  country  practically  date,  innumerable  Acts  dealing  with 
the  subject  have  been  passed;  but  whatever  were  the  merits 
or  demerits  of  these,  none  of  them  gave  the  trade  permanency 
of  tenure  in  the  eyes  of  the  law.  Although  licences  were  con- 
sidered by  the  holders  thereof  to  be  permanent,  provided  the 
trade  was  properly  conducted  and  the  premises  suitable,  and 
although  in  the  assessment  of  death  duties,  and  claims  for 
compensation  upon  demolition  for  local  improvements,  &c., 
they  were  treated  in  a  similar  manner,  nevertheless  they  had  to 
be  renewed  annually.  It  was  in  connection  with  this  question 
of  annual  renewal  that  the  House  of  Lords'  judgment  in  the 
cause  celebre  of  Sharp  v.  Wakefield  was  given  in  1891,  whereby 
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it  was  decided  that  the  licensing  Justices  might  refuse  the 
renewal  of  a  licence,  apart  from  any  question  of  misconduct  on 
the  part  of  the  licensee,  merely  on  the  ground  of  its  not 
being  required. 

Although  this  decision  settled  no  new  point  of  law,  it  created 
considerable  comment  at  the  time  as  being  the  final  verdict  of 
the  highest  tribunal  in  the  land  on  a  point  of  vital  importance 
to  the  licensed  trade  of  the  countrj-.  For  a  few  years  no  very 
stringent  measures  were  taken,  but  the  passing  of  the  Licensing 
Act,  1902,  although  not  in  itself  a  ver}-  important  Act,  again 
brought  the  matter  into  prominence,  and  aroused  the  opponents 
of  the  licensed  trade  from  the  lethargy  into  which  they  had 
apparently  fallen. 

In  many  districts  the  licensing  magistrates  intimated  to  the 
brewers  that  certain  licensed  properties  in  such  districts  were 
not  required  and  must  be  reduced,  and  as  a  means  to  that  end 
suggested  conferences  between  the  interested  parties.  Large 
numbers  of  licences  were  voluntarily  given  up  in  some 
districts,  and  where  the  brewers  failed  to  meet  the  magistrates 
in  this  respect  the  licences,  or  large  numbers  of  them,  were 
refused.  It  was  in  order  to  obviate  this  wholesale  reduction  of 
licences  without  compensation,  merely  on  the  ground  of 
redundancy,  that  the  Licensing  Act,  1904,  more  generally 
known  as  the  Compensation  Act,  was  passed. 

The  main  effect  of  the  Act  is  to  provide  greater  security  to 
the  owners  of  licensed  properties,  as  by  its  provisions  payment 
by  way  of  compensation  is  provided  for  in  cases  where  the 
licence  is  confiscated  on  the  grounds  of  redundancy,  or  any 
other  cause  not  due  to  the  default  of  the  licensee  or  the  owner 
of  the  premises.  It  is  also  proWded  that  this  compensation  is 
to  be  paid  out  of  a  fund  created  by  the  pa}Tnent  of  an  addi- 
tional tax  on  licensed  properties,  such  tax  to  be  paid  with,  and 
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as  part  of,  the  licence,  but  to  be  specially  earmarked  and 
invested,  together  with  any  sums  received  for  the  granting  of 
new  licences,  until  such  time  as  it  shall  be  required  for  the 
purpose  of  compensation. 

A  reduction  of  two-thirds  of  the  tax  is  made  in  the  case  of  an 
hotel  or  other  premises,  to  which  Section  43,  Sub-section  4,  of 
the  Inland  Revenue  Act,  1880,  applies  ;  and  in  the  case  of  other 
licensed  properties — such  as  theatres,  restaurants,  railway 
refreshment  rooms,  &c.,  where  the  sale  of  liquor  is  only 
auxiliar}' — upon  the  certificate  of  the  licensing  Justices  for  the 
district,  such  reduction  as  they  may  approve,  not  exceeding 
two-thirds,  may  be  allowed  to  the  licensee. 

It  is  also  f)rovidt'd  that  the  tax  shall  be  chargeable  in  certain 
fixed  proportions  between  the  tenant  and  owner,  as,  although 
collected  from  the  tenant,  he  is  entitled  to  deduct  the  land- 
lord's proportion  from  the  next  rent  payment,  and  Schedule  II. 
(p.  181),  attached  to  the  Act,  shows  the  proportions  to  be  borne 
by  each. 

The  influence  of  the  Act  upon  Brewery  Accounts  may  be 
briefly  summarised  under  four  main   heads:  — 

(i)  The  treatment  of  the  compensation  levy  in  the  books  of 
the  business. 

(2)  The   apportionment  of   the   levy   between   landlord   and 

tenant. 

(3)  The    adjustment    of    claims    for    compensation    under 

the  Act. 

(4)  The  treatment  of  compensation  received  for  abolition  of 

licences  in  the  firm's  books. 

Many  theories  and  arguments  were  advanced  during  the 
autumn  of  1905,  the  first  occasion  upon  which  the  levy  was 
made,  as  to  the  possibility  of  charging  a  portion  or  the  whole 


BREWERS     AND    BOTTLERS     ACCOUNTS. 


163 


of  the  levy  to  Capital  Account,  but  the  advocates  of  this  mode 
of  treatment  appear  to  avoid,  or  to  be  ignorant  of,  the  funda- 
mental definition  of  capital  expenditure — viz..  that  which 
is  intended  tu  permanently  increase  the  output  or  profits  of  a 
business. 

Whatever  the  arguments  put  forward,  there  can  be  no  doubt 
as  to  the  wisdom  of  meeting  such  payments  out  of  revenue  as 
they  accrue ;  and,  indeed,  it  is  very  diflficult  to  see  what  valid 
reason  can  be  shown  to  justify  any  other  treatment  of  the  levy. 
I'he  question  was  one  of  j)articu]ar  importance  in  1905, 
because,  in  order  to  create  a  fund,  Quarter  Sessions  imposed 
the  maximum  rate  (if  levy  provided  by  the  Act.  Sec- 
ti(m  3,  Sub-section  2,  of  the  Act  clearly  states:  "Charges 
payable  under  this  section  in  respect  of  any  licence  shall  be 
levied  and  paid  together  withy  and  as  part  of,  the  duties  on  the 
corresponding  Excise  licence."  It  has  never  been  contended 
that  the  annual  licence  of  a  public-house  or  hotel  is  a  capital 
charge,  and  from  the  wording  of  the  section  it  was  clearly  the 
intention  of  the  Legislature  that  the  compensaton  levy  should 
be  treated  on  exactly  similar  lines  as  the  Excise  licence.  It  has 
been  suggested  that  an  amount  paid  on  account  of  the  levy 
might  temporarily  be  treated  as  paid  in  advance,  and 
appear  as  an  asset  on  the  Balance  Sheet  of  the  business,  all 
amounts  received  in  respect  of  licences  redeemed  under  the  Act 
being  credited  to  this  account.  .  This  treatment  is  entirely 
unscientific,  because,  in  addition  to  creating  an  account  on  the 
Balance  Sheet  for  which  there  is  no  available  asset,  the  fact  is 
overlooked  that,  even  supposing  that  the  business  in  question 
receives  any  payment  from  the  Compensation  Fund,  when  such 
money  is  received  for  a  confiscated  licence  a  large  part,  if  not 
the  whole  of  the  sum,  must  be  credited  to  the  capital  outlay 
on  the  properties  in  order  to  compensate  for  the  decreased  earn- 
ing power  of  that  asset.    Another  suggestion  put  forward  is  that, 
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as  certain  houses  have  been  closed,  the  trade  of  those  houses, 
assuming  that  the  consumption  in  the  district  has  not  been 
reduced  by  their  being  closed,  must  of  necessity  be  transferred 
to  other  houses  owned  by  the  firm  in  the  same  district.  How- 
ever, where,  as  is  the  case  in  most  districts,  the  trade  is  held  by 
several  firms,  it  would  be  very  difficult  to  prove  that  the  trade 
had  been  transferred  to  other  houses  owned  by  the  same  firm, 
even  if  those  houses  did  show  an  increased  trade,  as  such 
increase  might  be  due  to  a  general  development  or  revival  of 
trade  in  that  district.  Where,  as  is  still  the  case  in  some  remote 
countr}'  districts,  the  whole  of  the  houses  in  the  village  or 
district  are  owned  by  the  same  firm  of  brewers,  it  has  been 
suggested  that  the  amounts  paid  for  the  compensation  levy 
might  be  capitalised,  as  in  any  case  no  loss  of  trade  would  be 
suffered  by  the  brewers,  yet  it  is  submitted  that  even  in  this 
case  the  payments  are  only  made  to  maintain  the  assets  at  their 
book  value,  and  that  no  immediate  benefit  accrues  to  the  brewer. 
The  view  advanced  that  the  passing  of  the  Act  improves  the 
general  security  of  brewery  concerns,  whilst  perfectly  true  in 
itself,  is  not  one  that  can  be  considered  in  connection  with  the 
correct  treatment  of  the  compensation  le\7,  or  as  an  argument 
in  favour  of  such  levy  being  charged  to  Capital  Account,  as  it 
must  not  be  overlooked  that  in  recent  years  most  brewery  con- 
cerns have  had  a  revaluation  of  their  assets  upon  flotation  or 
issues  of  capital  to  the  public,  and  in  most  cases  the  present 
market  value  of  the  assets  of  brewery  companies  is  consider- 
ably less  than  their  book  value,  notwithstanding  the  operation 
of  the  Compensation  Act. 

The  levy,  if  made,  is  payable  on  October  loth  in  each  year, 
with  the  licence,  and,  as  it  covers  a  period  of  one  year  com- 
mencing from  that  date,  may  be  apportioned  over  that  period 
with  the  licence.  The  charge  being  for  a  specific  purpose,  and 
payable  in  advance,  is  not  one  that  need  be  provided  for  in 
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anticipation,  as  was  the  case  in  several  Brewery  Accounts  pre- 
pared for  periods  ending  from  June  to  September  1905.  Where 
payments  are  made  for  grants  of  new  annual  licences  under 
Section  4,  Sub-section  2,  or  a  short  term  licence  under  Section 
4,  Sub-section  3,  of  the  Act,  these  should  be  written  off 
revenue  over  the  period  of  the  licence,  as  it  is  entirely  within 
the  discretion  of  the  Justices  whether  these  licences  shall  be 
regranted  upon  the  (-xi)iry  of  the  term  for  which  they  were 
originally  granted.  The  holders  of  such  licences  are  not  liable 
for  any  charge  in  respect  of  the  compensation  levy. 

The  question  of  income-tax  upon  the  compensation  levy  is 
one  upon  which  some  discussion  is  likely  to  arise.  In  the  case 
of  brewer)-  firms  and  companies,  any  amount  paid  by  them  as 
their  proportion  of  levy  upon  tied  houses  is  not  likely  to  be 
allowed  by  Surveyors,  as  this  payment  would  be  looked  upon 
by  the  Income-tax  Authorities  as  a  payment  to  secure  trade, 
like  Repairs,  Rates,  and  Insurance  upon  houses  not  in  own 
possession,  which  are  never  allowed.  Where,  however,  the 
house  is  under  management  on  behalf  of  the  brewer,  the 
amount  paid  would  be  allowed  as  a  deduction  off  profits.  In 
the  case  of  a  hotel-keeper  or  j)ublican  there  is  no  doubt  what- 
ever that  the  amount  paid  would  be  allowerl  as  an  expense,  as 
the  licence  now  is,  as  the  Act  clearlv  lavs  down  that  the  com- 
pensation  levy  is  "  part  of  the  duties  on  the  corresponding 
Excise  licence." 

THE  APPORTIONMENT  OF  THE  LEVY  BETWEEN 
LANDLORD  AND  TENANT. 

This  is  a  very  simple  matter,  but  one  which,  until  the  working 
of  the  Act  is  more  generally  known,  is  likely  to  cause  no  little 
controversy  between  occupiers  and  lessors  of  licensed  premises. 
During  the  recent  autumn  many  cases  have  occurred  where 
even  county  magistrates  themselves,  who  have  owned  licensed 
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properties,  ha\e  strongly  protested  against  the  deduction  by  the 
brewers  of  the  proportion  of  the  levy  due  by  them  in  accord- 
anre  with  Section  3,  Sub-section  3,  and  Schedule  II.  of  the 
Act.  A  table  of  deductions,  based  on  the  maximum  annual 
levy,  certified  by  an  eminent  firm  of  Chartered  Accountants, 
appeared  in  the  "Brewers'  Almanack"  for  1905. 

The  main  point  for  accountants  to  keep  in  mind  is  to  see 
that  the  tenant  of  the  licensed  premises  has  not  deducted  more 
than  his  proportion  of  compensation  levy  from  his  next  rent 
payment ;  and,  further,  that  the  brewer  deducts  his  full  propor- 
tion from  his  superior  landlord  when  paying  the  ground  rent  of 
the  premises.  It  must,  however,  be  borne  in  mind  that  the 
deduction  in  no  case  shall  exceed  half  the  rent  paid. 

THE  ADJUSTMENT  OF  CLAIMS  FOR  COMPENSATION 

UNDER    THE    ACT. 

The  first  consideration  must  of  necessity  be,  How^  is  the 
amount  to  be  claimed  for  compensation  to  be  ascertained?  In 
this  connection  Section  2,  Sub-section  i,  provides  that 
"a  sum  equal  to  the  difference  between  the  value  of 
the  licensed  premises  (calculated  as  if  the  licence  were 
subject  to  the  same  conditions  of  renewal  as  were 
applicable  immediately  before  the  passing  of  this  Act, 
and  including  in  that  value  the  amount  of  any  depreciation  of 
trade  fixtures  arising  by  reason  of  the  refusal  to  renew  the 
licence)  and  the  value  w^hich  those  premises  would  bear  if  they 
were  not  licensed  premises  shall  be  paid  as  compensation." 

Great  difficulty  will  be  found  in  adjusting  claims  for  com- 
pensation when  made  on  behalf  of  a  hotel-keeper  or  publican, 
owing  to  the  diversified  nature  of  licensed  property.  Class  and 
position  of  house,  nature  of  district,  and  possibility  of  change 
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or  development  of  same — all  these  and  various  other  considera- 
tions naturally  enter  into  the  calculations  when  deciding  upon 
the  number  of  years'  profits  to  be  claimed  as  compensation. 
Usually  a  publican's  bookkeeping  is  confined  to  Brew^ers'  and 
Distillers'  Books,  a  Bank  Pass  Book  (all  of  which  are 
kept  for  him),  and  these,  with  the  stocktaker's  Twenty-eight 
Days  Stock  Sheet,  must  form  the  basis  of  any  accounts  to  be 
prepared.  The  resultant  profit  must  then  be  multiplied  by  the 
number  of  years'  purchase  to  be  claimed  (var}ing,  as  stated 
above,  with  the  location  and  conditions  of  the  property).  To 
this  should  be  added  the  claim  for  depreciation  in  fixtures, 
owing  to  the  non-renewal  of  the  licence,  which,  with  the  claim 
for  the  depreciated  value  of  the  premises  owing  to  the  loss  of 
the  licence,  will  make  up  the  total  claim  for  compensation.  The 
claim  for  depreciated  value  of  premises  should  be  based  on  the 
assessme-nt  of  the  licensed  premises  under  Schedule  A,  less  the 
estimated  annual  value  of  the  premises  without  the  licence. 

In  instances  where  the  brewers  are  the  owners  claims  may  be 
adjusted  upon  an  assumed  gross  profit  to  the  brewer  and  tenant 
of  the  house  upon  the  average  trade.  The  following  is  the 
basis  of  a  settlement  which  was  actually  arranged  on  these  lines, 
the  property  being  a  beerhouse  let  on  annual  tenancy:  — 

Brewers :  los.  per  barrel  on  beers  supplied,  4d.  per  dozen  on 
bottled  beers,  on  basis  of  last  two  years. 

The  amount  of  such  profits  in  this  case  were  capitalised  on 
a  fifteen  years'  basis. 

Tenant :  The  same  terms  as  the  brewers,  but  on  a  three  years' 
average  and  only  one  year's  profits,  with  a  small  amount  allowed 
for  cigars,  &c.,  in  addition. 

The  question  of  who  is  entitled  to  compensation  under  the 
Act  is  one  which  is  not  likely  to  cause  trouble  in  connection 
with  claims  in  respect  of  confiscated  licences,  as  the  Act  clearly 


<♦ 
V 


m 


'^, 


i 


lis 


i 


4    '. 

m 


i68 


brewers'  and  bottlers'  accounts. 


states,  "  In  any  event  the  amount  shall  be  divided  amongst  the 
persons  interested  in  the  licensed  premises  (including  the  holder 
of  the  licence)  in  such  shares  as  may  be  determined  bv  Quarter 
Sessions."  (Section  2,  Sub-section  2.)  Clearly,  therefore,  the 
following  are  entitled  to  share  in  the  compensation  award:  — 
The  Freeholder,  the  Lessee  and  Sub-Lessee,  the  Licencee  or 
Manager  (if  any).  The  position  of  the  mortgagee  need  not  be 
considered  at  length,  as  invariably  his  mortgage  would  be 
called  in  or  repaid  upon  the  earliest  possible  notice  of  the  non- 
renewal of  the  licence.  Where,  however,  the  property  was 
specifically  mortgaged  to  trustees  to  secure  debentures  under  a 
trust  deed  this  would  not  be  possible,  and  in  such  case  the 
trustees  would  be  entitled  to  the  whole  of  the  amount  received 
for  compensation  by  the  mortgagors  until  they  had  been 
reimbursed  the  amount  for  which  the  property  was  originally 
mortgaged  under  the  trust  deed. 

The  freeholder  will  have  an  equitable  claim  for  compensa- 
tion in  respect  of  the  diminished  capital  value  of  his  property 
and  diminished  letting  value  upon  the  expiration  of  any  existing 
leases  on  the  premises. 

The  lessee,  having  probably  paid  a  premium,  or  an  enhanced 
rental  for  the  term  of  the  lease,  is  entitled  to  compensation  for 
the  unexpired  term  thereof  at  the  date  of  the  confiscation  of 
the  licence. 

The  licencee  will  in  most  cases  be  the  largest  loser  by  the 
non-renewal  of  the  licence,  by  loss  of  goodwill,  trade  fixtures, 
and  profits,  therefore  it  is  to  him  that  the  bulk  of  the  compensa- 
tion will  come  in  cases  where  he  is  not  merely  a  manager. 
These  latter  are  specially  protected  in  the  second  paragraph 
of  Section  2,  Sub-section  2,  of  the  Act. 

Having  arrived  at  the  basis  of  the  claim  for  compensation, 
which    should   not    err   on    the   side   of   under-estimation,    the 
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amount  should,  if  possible,  be  agreed  with  the  valuer  acting 
for  the  Compensation  Authority  before  the  case  is  brought  before 
Quarter  Sessions  for  approval,  as  otherwise,  under  Section  2, 
Sub-section  2,  of  the  Act,  the  question  may  be  referred  to  the 
Commissioners  of  Inland  Revenue  (subject  to  appeal  to  the 
High  Court) ;  this  process  entailing  not  only  delay,  but  a  possible 
reduction  in  the  amount  received,  as  under  Sub-section  4  of 
this  section  "  any  costs  incurred  by  the  Commissioners  of 
Inland  Revenue  on  an  appeal  under  this  section  shall,  unless 
the  High  Court  order  those  costs  to  be  paid  by  some  party  to 
the  appeal  other  than  the  Commissioners,  be  paid  out  of  the 
amount  to  be  paid  as  compensation."  This  question  of  agree- 
ment of  compensation  between  the  Compensation  Authority  and 
the  various  parties  interested  in  the  property,  the  licence  of 
which  is  to  be  acquired,  is  of  the  utmost  importance  if  the 
terms  are  at  all  capable  of  acceptance,  as  otherwise  the  con- 
tending parties  are  certain  to  be  mulcted  in  heavy  costs,  which 
are  either  payable  out  of  the  compensation  received,  or,  as 
stated  above,  under  the  direction  of  the  High  Court  by  some 
party  to  the  suit,  while  the  probability  of  receiving  increased 
compensation  is  very  problematical. 


\l 


THE   TREATMENT   IN  THE   FIRM'S   BOOKS  OF    COM- 
PENSATION   RECEIVED    FOR   ABOLITION. 

The  property,  the  licence  upon  which  has  been  redeemed 
out  of  the  Compensation  Fund,  appearing  as  capital  expendi- 
ture in  the  bocks  of  the  firm  who  own  the  property,  it  naturally 
follows  that  any  amount  received  for  the  surrender  of  the  licence 
(less  any  costs  in  the  matter)  is  a  capital  receipt,  and  should  be 
deducted  from  the  value  of  the  properties  in  the  accounts  of 
the  firm.  It  is,  however,  verj-  improbable  that  the  amount 
received  from  the  Compensation  Authority  will  ever  exactly 
agree  with  the  figure  at  which  the  property  stands  in  the  firm's 
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books,  it  therefore  remains  to  be  considered  how  any  surplus 
or  deticiency  on  the  book  value  should  be  treated. 

Assuming  that  the  property  has  realised  a  higher  sum 
than  its  book  value,  it  might  be  suggested  that  the  profit  on  the 
transaction  is  one  that  might  be  divisible  among  the  shareholders 
as  part  of  the  ordinary  dividend,  but,  having  regard  to  all  the 
surrounding  facts,  it  is  submitted  that  this  would  be  a  very 
dangerous  form  of  procedure,  even  if  allowed  by  the  articles  of 
the  company.  In  law  it  is  questionable  whether  such  profits 
could  be  distributed  in  dividend,  unless  a  revaluation  of  the 
whole  of  the  properties  were  made,  and  that  there  was  then  a 
general  surplus  shown  over  the  book  value  of  the  assets.  More- 
over, the  fact  cannot  be  overlooked  that  during  the  last  few 
years  most  brewtry  businesses  have  had  revaluations  made  of 
their  licensed  properties,  and  the  value  of  the  properties  at  the 
present  time  would  in  most  cases  show  a  considerable  diminu- 
tion upon  their  book  value,  a  depreciation  which  has,  strange 
to  say,  been  accelerated  rather  than  retarded  by  the  passing  of 
the  Art. 

On  the  other  hand,  if  the  net  sum  received  for  compensation 
does  not  equal  the  amount  at  which  the  licensed  property  stood 
in  the  books  of  the  firm,  and  a  loss  is  therefore  made,  it  is  sub- 
mitted that  this  being  in  law  a  capital  loss  need  not  of 
necessity  be  provided  for  out  of  revenue,  and  may  remain  to  be 
dealt  with  upon  a  general  revaluation  of  the  assets.  Where, 
however,  an  available  fund  is  in  existence  out  of  which  the  loss 
could  be  met,  such  as  General  Resene  Account  or  a  surplus 
of  undivided  profits,  it  is  certainly  a  more  prudent  and  advisable 
course  to  provide  for  such  losses  as  they  arise,  rather  than  carry 
them  forward  as  a  Susj>ense  Account  unrepresented  by  any 
tangible  asset. 
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Such  are  the  broad  principles  of  the  Act  and  the  various  ways 
in  which  the  books  and  accounts  of  breweries  are  affected  by  it. 
At  the  present  time  (February  1906)  only  one  levy — but  that  at 
the  maximum  rate — has  been  made,  and  comparatively  few 
properties  have  been  acquired  under  the  provisions  of  the  Act ; 
but  there  is  ever>-  indication  that  the  further  reduc- 
tion of  licences  on  a  considerable  scale  will  be  effected. 
In  these  early  days  of  the  working  of  the  Act  there 
are  many  points  which  must  of  necessity  remain  uncertain  and 
in  abeyance  until  fuller  experience  has  been  gained  with  its 
provisions  and  the  manner  in  which  they  are  carried  out  by 
those  responsible  for  their  administration,  upon  whom  to  a  great 
extent  depends  the  success  or  failure  of  the  Licensing 
Act,  1904. 
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An  Act  to  amend  the  Licensing  Acts,   1828  to   1902,  in  respect  to  the 
extinction  of  licences  and  the  grant  of  new  licences. 

[15th  August  1904.] 

Be  it  enacted  by  the  King's  most  Excellent  Majesty,  by  and  with  the 
advice  and  consent  of  the  Lords  Spiritual  and  Temporal,  and  Commons, 
in  this  present  Parliament  assembled,  and  by  the  authority  of  the  same, 
as  follows  :  — 

I. — (i)  The  power  to  refuse  the  renewal  of  an  existing  on-licence,  on 
any  ground  other  than  the  ground  that  the  licensed  premises  have  been 
ill-conducted  or  are  structurally  deficient  or  structurally  unsuitable,  or 
grounds  connected  with  the  character  or  fitness  of  the  proposed  holder 
of  the  licence,  or  the  ground  that  the  renewal  would  be  void,  shall  be 
vested  in  Quarter  Sessions  instead  of  the  Justices  of  the  licensing 
district,  but  shall  only  be  exercised  on  a  reference  from  those  Justices, 
and  on  payment  of  compensation  in  accordance  with  this  Act. 

In  ever>'  case  of  the  refusal  of  the  renewal  of  an  existing  on 
licence  by  the  Justices  of  a  licensing  district,  they  shall  specify  in 
writing  to  the  applicant  the  grounds  of  their  refusal. 

(2)  Where  the  Justices  of  a  licensing  district  on  the  consideration  by 
them,  in  accordance  with  the  Licensing  Acts,  1828  to  1902,  of 
applications  for  the  renewal  of  licences  are  of  opinion  that  the  question 
of  the  renewal  of  any  particular  existing  on  licences  requires 
consideration  on  grounds  other  than  those  on  which  the  renewal  of  an 
existing  on  licence  can  be  refused  by  them,  they  shall  refer  the  matter 
to  Quarter  Sessions,  together  with  their  report  thereon,  and  Quarter 
Sessions  shall  consider  all  reports  so  made  to  them,  and  may,  if  they 
think  it  expedient,  after  giving  the  persons  interested  in  the  licensed 
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premises,  and,  unless  it  appears  to  (Quarter  Sessions  unnecessary,  any 
other  persons  appearing  to  them  to  be  interested  in  the  question  of  the 
renewal  of  the  licence  of  those  premises  (including  the  Justices  of  the 
licensing  district),  an  opportunity  of  being  heard,  and  subject  to  the  pay- 
ment of  comi>ensation  under  this  Act,  refuse  the  renewal  of  any  licence 
to  which  any  such  report  relates. 

2. — (1)  Where  Quarter  Sessions  refuse  the  renewal  of  an  existing 
on  licence  under  this  Act,  a  sum  equal  to  the  difference  between  tho 
value  of  the  licensed  premises  (calculated  as  if  the  licence  were  subject 
to  the  same  conditions  of  renewal  as  were  applicable  immediately 
before  the  passing  of  this  Act,  and  including  in  that  value  the  amount  of 
any  depreciation  of  trade  fixtures  arising  by  reason  of  the  refusal 
to  renew  the  licence),  and  the  value  which  those  premises  would  bear  if 
they  were  not  licensed  premises,  shall  be  paid  as  compensation  to  the 
persons  interested  in  the  licensed  premises. 

{2)  The  amount  to  be  so  paid  shall,  if  an  amount  is  agreed  upon  by 
the  persons  appearing  to  Quarter  Sessions  to  be  interested  in  th-e 
licensed  premises  and  is  approved  by  Quarter  Sessions,  be  that  amoi.nt, 
and  in  default  of  such  agreement  and  approval  shall  be  determined  by 
the  Commissioners  of  Inland  Revenue  in  the  same  manner  and  subject 
to  the  like  appeal  to  the  High  Court  as  on  the  valuation  of  an  estate  ioi 
the  purpose  of  estate  duty,  and  in  any  event  the  amount  shall  be 
divided  amongst  the  persons  interested  in  the  licensed  premises 
(including  the  holder  of  the  licence)  in  such  shares  as  may  be 
determined  by  Quarter  Sessions  ; 

Provided  that  in  the  case  of  the  licence  holder  regard  shall  be  had  ncit 
only  to  his  legal  interest  in  the  premises  or  trade  fixtures,  but  also  to  his 
conduct  and  to  the  length  of  time  during  which  he  has  been  the  holder 
of  the  licence,  and  the  holder  of  a  licence,  if  a  tenant,  shall  (notwith- 
standing any  agreement  to  the  contrary)  in  no  case  receive  a  less  amount 
than  he  would  be  entitled  to  as  tenant  from  year  to  year  of  the 
licensed  premises. 

(3)  If  on  the  division  of  the  amount  to  be  paid  as  compensation  any 
question  arises  which  Quarter  Sessions  consider  can  be  more  con- 
veniently determined  by  the  County  Court,  they  may  refer  that  question 
to  the  County  Court  in  accordance  with  Rules  of  Court  to  be  made  for 
the  purpKJse. 
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(4)  Any  costs  incurred  by  the  Commissioners  of  Inland  Revenue  on  an 
appeal  from  their  decision  to  the  High  Court  under  this  section  shall, 
unless  the  High  Court  order  those  costs  to  be  paid  by  some  party  to  the 
appeal  other  than  the  Commissioners,  be  paid  out  of  the  amount  to  be 
paid  as  compensation. 

3. — (1)  Quarter  .Sessions  shall,  in  each  year,  unless  they  certify  to  the 
Secretary  of  State  that  it  is  unnecessary  to  do  so  in  any  year,  for  the 
purposes  of  this  Act  impose  in  respect  of  all  existing  on  licences 
renewed  in  respect  of  premises  within  their  area,  charges  at  rates  not 
exceeding,  and  graduated  in  the  same  proportion  as,  the  rates  shown  in 
the  scale  of  maximum  charges  set  out  in  the  First  Schedule  to  this  Act. 

(2)  Charges  payable  under  this  section  in  respect  of  any  licence  shall 
be  levied  and  paid  together  with  and  as  part  of  the  duties  on  the 
corresponding  excise  licence,  but  a  separate  account  shall  be  kept  by 
the  Commissioners  of  Inland  Re\  enue  of  the  amount  produced  b}^  those 
charges  in  the  area  of  any  Quarter  Sessions,  and  that  amount  shall  in 
each  year  be  paid  over  to  that  Quarter  Sessions  in  accordance  with  rules 
made  by  the  Treasury  for  the  purpose. 

(3)  Such  deductions  from  rent  as  are  set  out  in  the  Second  Schedule 
to  this  Act  may,  notwithstanding  any  agreement  to  the  contrary,  be 
made  by  any  licence  holder  who  pays  a  charge  under  this  section,  and 
also  by  any  person  from  whose  rent  a  deduction  is  made  in  respect  of 
the  payment  oi  such  a  charge. 

(4)  Any  sums  paid  under  this  Act  to  Quarter  Sessions  in  respect  of  the 
charges  under  this  section,  or  received  by  Quarter  Sessions  from  any 
other  source  for  the  payment  of  compensation  under  this  Act,  shall  be 
paid  by  them  to  a  separate  account  under  their  management,  and  the 
moneys  standing  to  the  credit  of  that  account  shall  constitute  the 
compensation  fund. 

(5)  Any  expenses  incurred  by  Quarter  Sessions  in  the  payment  of  com- 
pensation under  this  Act,  or  otherwise  in  the  exercise  of  their  powers  or 
the  performance  of  their  duties  under  this  Act,  and  such  expenses  of 
the  Justices  of  the  licensing  district  incurred  under  this  Act  as  Quarter 
Sessions  may  allow,  shall  be  paid  out  of  the  compensation  fund,  and 
Quarter  Sessions,  in  the  exercise  of  their  powers  under  this  Act,  shall 
have  regard  to  the  funds  available  for  the  purpose. 

Quarter  Sessions  may,  with  the  consent  of  a  Secretary  of  State, 
borrow  in  accordance  with  rules  made  under  this  Act,  on  the  security  of 
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the  compensation   fund,   for  the  purpose  of  paying  any  compensation 
payable  under  this  Act. 

4- — (i)  The  power  of  the  County  Licensing  Committee  to  confirm  new- 
licences,  and  any  other  power  of  that  Committee  shall  be  transferred  to 
Quarter  Sessions. 

(2)  The  Justices,  on  the  grant  of  a  new  on  licence,  may  attach  to  the 
grant  of  the  licence  such  conditions,  both  as  to  the  payments  to  be  made 
and  the  tenure  of  the  licence  and  as  to  any  other  matters,  as  they  think 
proper  in  the  interests  of  the  public  ;  subject  as  follows  :  — 

{a)  Such  conditions  shall  in  any  case  be  attached  as,  having  regard  to 
proper  provision  for  suitable  premises  and  good  management, 
the  Justices  think  best  adapted  for  securing  to  the  public  any 
monopoly  value  which  is  represented  by  the  difference  between 
the  value  which  the  premises  will  bear,  in  the  opinion  of  the 
Justices,  when  licensed,  and  the  value  of  the  same  premises  if 
they  were  not  licensed  :  Provided  that,  in  estimating  the  value 
as  licensed  premises  of  hotels  or  other  premises  where  the 
profits  are  not  whollv  derived  from  the  sale  of  intoxicating 
liquor,  no  increased  value  arising  from  profits  not  so  derived 
shall  be  taken  into  consideration  : 

{b)  The  amount  of  any  payments  imposed  under  conditions  attached 
in  pursuance  of  this  section  shall  not  exceed  the  amount  thus 
required  to  secure  the  monopoly  value. 

(3)  The  Justices  may,  if  they  think  fit,  instead  of  granting  a  new  on 
licence  as  an  annual  licence,  grant  the  licence  for  a  term  not  exceeding 
seven  years,  and  where  a  licence  is  so  granted  for  a  term  — 

{a)  Any  application  for  a  re-grant  of  the  licence  on  the  expiration  of 
the  term  shall  be  treated  as  an  application  for  the  grant  of  a 
new  licence,  not  as  an  application  for  the  renewal  of  a  licence, 
and  during  the  continuance  of  the  term  the  licence  shall  not 
require  renewal :  and 

{b)  Any  transfer  of  the  licence  shall,  subject  to  any  conditions 
attached  thereto  on  the  grant,  have  effect  for  the  remainder  of 
the  term  erf  the  licence,  and  may  be  granted  at  a  general  annual 
licensing  meeting  as  well  as  at  special  sessions,  and  any  refer- 
ence to  special  sessions  in  any  enactment  relating  to  transfers  or 
protection  orders  shall  include  a  reference  to  the  general  annual 
licensing  meeting. 
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(4)  The  amount  of  any  payments  made  in  pursuance  of  any  conditions 
under  this  section  shall  be  collected  and  dealt  with  ia  the  same  manner 
as  the  duties  on  local  taxation  licences  within  the  meaning  of  Section 
20  of  the  Local  Government  Act,  1888. 

(5)  A  licence  granted  for  a  term  under  this  section  may  (without 
prejudice  to  any  other  provisions  as  to  forfeiture)  be  forfeited,  if  any 
condition  imposed  under  this  section  is  not  complied  with,  by  order  of  a 
Court  of  Summary  Jurisdiction,  made  on  complaint,  or,  if  the  holder  of 
the  licenoe  is  convicted  of  any  offence  committed  by  him  as  such,  by 
the  Court  by  whom  he  is  convicted,  but  where  a  licence  is  so  forfeited 
the  owner  of  the  licensed  premises  shall  have  all  the  rights  conferred  on 
owners  by  Section  15  of  the  Licensing  Act,  1874. 

(6)  On  the  confirmation  of  a  new  on  licence,  the  confirming  authority 
may,  with  the  consent  of  the  Justices  authorised  to  grant  the  licence, 
vary  any  conditions  attached  to  the  licence  under  the  provisions  of 

this  section. 

J. — (i)  Quarter  Sessions  may,  if  they  think  fit,  divide  their  area  into 
districts  for  the  purposes  of  this  Act,  and  in  that  case  this  Act  shall 
operate  as  if  those  districts  were  separate  areas  for  the  purposes  of  this 
Act  under  the  same  Quarter  Sessions. 

(2)  Quarter  Sessions  may  delegate  any  of  their  powers  and  duties 
under  this  Act  to  a  Committee  appointed  in  accordance  with  rules 
made  by  them  under  this  section,  and,  except  in  a  county  borough, 
shall  so  delegate  their  power  of  confirming  the  grant  of  a  new  licence, 
and  of  determining  any  question  as  to  the  refusal  of  the  renewal  of  a 
licence  under  this  Act  and  matters  consequential  thereon,  and  County 
Licensing  Committees  shall  cease  to  be  appointed  under  the  Licensing 
Act,  1872. 

(3)  Quarter  Sessions  may  make  rules  to  be  approved  by  a  Secretary 
of  State,  for  the  mode  of  appointment  of  Committees  under  this  section, 
and  for  the  number,  the  quorum,  and  (so  far  as  procedure  is  not  other- 
wise provided  for)  the  procedure  of  those  Committees. 

(4)  The  Justices  of  a  licensing  district  being  a  county  borough  shall 

exercise  their  powers  under  the  Licensing  Acts,  1S28  to  1902,  as  to  the 

renewal    of    licences    through    the    Borough     Licensing     Committee 

appointed   under   Section   38  of   the   Licensing   Act,    1872,    and   such 

number  as  the  whole  body  of  Justices  acting  in  and  for  the  borough 

determine  shall  be  substituted  for  seven  as  the  maximum  number,  and 

seven  shall  be  substituted  for  three  as  the  minimum  number,  of  that 

Committee. 
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(5)  The  Justices  of  any  borough,  not  being  a  county  borough  but 
having  a  separate  commission  of  the  peace,  shall  be  entitled  to  appoint 
one  of  their  number  to  act,  with  reference  to  the  determination  of  any 
question  as  to  the  refusal  of  the  renewal  of  a  licence  under  this  Act  and 
any  matters  consequential  thereon,  on  the  Committee  appointed  under 
this  section  by  Quarter  Sessions,  and  for  those  purposes  any  Justice  so 
appointed  shall  be  deemed  to  be  an  additional  member  of  the 
Committee. 

6-— A  Secretary  of  State  may  make  rules  for  carryir^g  into  effect  this 
Act,  and  may  by  those  rules  amongst  other  things — 
(a)    Provide    for    the    provisional    renewal     of    licences    which    are 
included  in  reports  of  the  Justices  of  a  licensing  district  under 
this  Act,  and  for  consultation  with  those  Justices  as  to  their 
reports,  and  for  the  time  and  manner  of  the  consideration  ol 
those  reports  and  of  the  payment  of  compensation  ;   and 
{b)  Provide   for   the  enforcement   of   any   security   given   for  money 
borrowed,  and  for  the  time,  not  exceeding  fifteen  years,  within 
which  money  borrowed  is  to  be  replaced  ;  and 
{c)  regulate  the   management   and   application   of  the   compensation 
fund  and  the  audit  of  the  accounts  of  Quarter  Sessions  ;  and 

(d)  Provide  for  constituting,  where  requisite,  Committees  of  Quarter 

Sessions    Standing    Committees,    and    for    the   employment    of 
officers  for  the  purposes  of  this  Act ;  and 

(e)  Regulate  the  procedure  of  (Quarter  Sessions  on  the  consideration 

of  the  reports  of  Justices  of  a  licensing  district  under  this  Act 
and  on  any  hearing  under  this  Act  with  reference  to  the  refusal 
of  the  renewal  of  on  licences  or  the  approval  or  division  of  the 
amount  to  be  paid  as  compensation  ;  and 
(/)  Provide  for  the  authentication  of  any  documents  on  behalf  of 
Quarter  Sessions  or  their  Committees. 

7.— Quarter  Sessions,  with  respect  to  their  own  action  and  that  of  th« 
Justices  of  licensing  districts  under  this  Act,  and  the  confirming 
authority,  with  respect  to  new  licences  granted  under  this  Act,  shall  in 
each  year  make  such  returns  to  the  Secretary  of  State  as  the  Secretary 
of  State  may  require. 

8.— (i)  The  area  of  Quarter  Sessions  for  a  county  shall  for  the  pur- 
poses of  this  Act  include  any  borough  (not  being  a  county  borough)  or 
any  part  thereof  which  is  locally  situated  in  that  county. 

(2)  This  Act  shall  apply  to  a  county  borough  as  if  it  were  a  county, 
with  the  substitution  for  Quarter  Sessions  of  the  whole  body  of  Justices 
acting  in  and  for  the  borough. 
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(3)  The  city  of  London  for  the  purposes  of  this  Act  shall  be  deemed 
to  be  a  county  borough. 

9. — (i)  The  provisions  of  this  Act  shall  apply  to  the  transfer  of  an 
existing  on  licence  as  they  apply  to  the  renewal  of  an  existing  on  licence, 
with  the  substitution  of  transfer  for  renewal. 

(2)  If  the  Justices  of  a  licensing  district  refuse  to  renew  an  existing  on 
licence  on  the  ground  that  the  holder  of  the  licence  has  persistently  and 
unreasonably  refused  to  supply  suitable  refreshment  (other  than  intoxi- 
cating liquor)  at  a  reasonable  price,  or  on  the  ground  that  the  holder  of 
the  licence  has  failed  to  fulfil  any  reasonable  undertaking  given  to  the 
Justices  on  the  grant  or  renewal  of  the  licence,  the  Justices  shall  be 
deemed  to  have  refused  the  licence  on  the  ground  that  the  premises  had 
been  ill-conducted  : 

Provided  that  where  the  Justices,  on  an  application  for  the  renewal  of 
an  existing  on  licence,  ask  the  licence  holder  to  give  an  undertaking  as 
aforesaid,  they  shall  adjourn  the  hearing  of  the  application,  and  cause 
notice  of  the  required  undertaking  to  be  served  upon  the  registered 
owner  of  the  premises,  and  give  him  an  opportunity  of  being  heard. 

(3)  Section  19  of  the  \Vine  and  Beerhouse  Act,  1869,  and  Section  7  of 
the  Wine  and  Beerhouse  Amendment  Act,  1870,  are  hereby  repealed, 
and,  in  the  application  of  this  Act  to  licences  to  which  the  said  Section 
19  extends,  the  grounds  mentioned  in  Section  8  of  the  Wine  and  Beer- 
house Act,  1869,  shall  be  substituted  for  the  grounds  mentioned  in  this 
Act  as  the  grounds  on  which  the  power  to  refuse  the  renewal  of  an 
existing  on  licence  is  reserved  to  the  Justices  of  a  licensing  district. 

(4)  In  this  Act— 

The  expression  "  county  "  includes  any  riding,  part,  or  division 
of  a  county  having  a  separate  commission  of  the  peace  and  a 
separate  Court  of  Quarter  Sessions ;  and 
The  expression  "  Quarter  Sessions  "  means,  as  respects  a  county, 
the  Court  of  Quarter  Sessions  for  that  county  : 
Provided  that,  where  Quarter  Sessions  have  customarily  been 
held  separately  by  adjournment  or  otherwise  for  any  part  of 
a  county  as  defined  by  this  Act,  the  Secretary  of  State  may  by 
order,  on  the  application  of  the  Justices  sitting  at  each  such 
separate  Sessions,  constitute  for  the  purposes  of  this  Act  any 
part  of  the  county  for  which  Quarter  Sessions  are  for  the 
time  being  so  separately  held  a  separate  county,  and  the 
Justices  usually  sitting  at  such  separate  Quarter  Sessions 
a  separate  Quarter  Sessions,  and  make  all  necessary  pro- 
visions for  the  administration  of  the  Act  in  such  a  case : 
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Th€  expression  "on  licence"  means  a  licence  for  the  sale  of  any 
intoxicating  liquor  (other  than  wine  alone  or  sweets  alone)  for 
consumption  on  the   premises,   and  the   expression   "new   on 
licence"  shall  be  consirued  accordingly;    and  the  expression 
••existing  on  licence"  means  an  on  licence  in  force  at  the  date 
of  the  passing  of  this  Act,  and  includes  a  licence  granted  by  way 
of  renewal  from  time  to  time  of  a  licence  so  in  force,  whether 
such  licence  continues  to  be  held  by  the  same  person,  or  has 
been  or  may  be  transferred  to  any  other  i>erson  or  persons : 
Provided  that,  where  a  provisional  grant  and  order  of  con- 
firmation of  an  on  licence  has  been  made  before  the  passing 
of  this  Act  under  Section  22  of  the  Licensing  Act,  1874,  and 
is  subsequently  declared  to  be  final  under  that  section,  the 
licence  shall,  although  not  in  force  at  the  date  of  the  passing 
of  this  Act,  be  deemed  to  be  an  existing  on  licence  : 
The  expression  "transfer"  means  a  transfer  under  Section  4  or 
Section  14  of  the  Alehouse  Act,  1828. 

10. — (i)  This  Act  may  be  cited  as  the  Licensing  Act,  1904,  and  may  be 
cited  and  shall  be  construed  as  one  with  the  Licensing  Acts,  1828 
to  1902. 

{2)  This  Act  shall  come  into  operation  on  the  first  day  of  Januarj' 
nineteen  hundred  and  five. 

(31  This  Act  shall  not  extend  to  Scotland  or  Ireland. 

SCHEDULES. 
Schedule  L — Scale  of  Maximum  Charges. 
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The  rate  of  charge  in  the  case  of  an  hotel  or  other  premises  to  which 
Sub-section  (4)  of  Section  43  of  the  Inland  Revenue  Act,  18S0,  applies 
shall  be  one-third  of  that  charged  in  other  cases,  and,  in  the  case  of  any 
licensed  premises  which  are  certified  by  the  Justices  of  the  licensing 
district  on  the  application  of  the  holder  of  the  licence  to  be  used  only  as 
public  gardens,  picture  galleries,  exhibitions,  places  of  public  or  private 
entertainment,  railway  refreshment  rooms,  bond  fide  restaurants  or 
eating  houses,  or  for  any  other  purpose  to  which  the  holding  of  a  licence 
is  merely  auxiliary,  such  rate,  not  less  than  one-third  of  that  charged 
in  other  cases,  as  the  Justices  think  proper  under  the  circumstances. 


Schedule  II. — Scale  of  Deductions. 
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But  the  amount  deducted  shall  in  no  case  exceed  half  the  rent. 


•«,. 


4 


Li^ 


.r-    I 


INDEX. 


Advertising,  Printing,  and  Stationery 

Agents'  Books 

Audit     . . 

Auditors'  Fees  Account     .. 


PAGE 

io8,  145 
156 

lOX 


FORM 


Bad  Debts  Account 

•  • 

•  «                         • 

124 

I,        ,,      Ivents*  •            •• 

•  • 

•  •                         • 

87 

„      through  Agents 

•  • 

•  •                        « 

38 

Balance  Sheet 

•  • 

•  •                         « 

152 

Balances  Book,  Quarterly  (Customers') 

•  •                         « 

89 

39 

Bank  Cash  Book.. 

•  •                         t 

75 

32 

Barley  Account   . . 

ft  •                         • 

105 

„      Purchases  Book     . . 

•  ft                         i 

8,  14 

6 

,.      Stock  Book 

•  •                         • 

14 

6 

Beer  Bottling  Book 

•  ft                         4 

56 

23 

,,     Duty  Account 

•  • 

»  • 

117 

,,     in  course  of  manufacture 

ft  • 

ft  • 

153 

„     ,,  Stock,  Cost  of 

•  ft 

•  • 

143 

„    Manufacturing  Account 

•  • 

•  • 

141 

„     Returns  Book 

ft  ft 

•  • 

42 

17 

„         „        Treatment  of 

•  • 

ft  • 

143 

,,    Sales  Account           .. 

•  ft 

•  • 

122 

„        „     Day  Book  (Bottled) 

•  • 

•  ft 

60 

26,  27 

28 

It        f      »•        »»     (Cask) 

ft  ft 

ft  • 

32 

15. 

16 

„    Stock  Book  (Bottled) 

•  ft 

•  • 

58 

24 

25 

„        „        „      (Cask)    .. 

•  • 

•  • 

20 

9 

„     Trading  Account  (Bought  Beer) 

•  • 

•  • 

109 

0             >•        (Own  Beer) 

•  • 

•  • 

143 

,,     Used  by  Men 

•  • 

•  • 

40,  117 

¥"' 


••■'i 


h.l-;;,' 


,.♦ 


■1  ^> 


184 


INDEX. 


Bills  Payable       . .  . . 

„    Receivable  .. 
Bottled  Beer  System         . .  . . 

„  „    Trading  Account 

Bottles  and  Stoppers — Asset  Account 

„      charged  to  Customers,  Reserve  for 

„      returned  .. 
Bottling  Book      . .  . ,  . . 

Bought  Beer  Purchases,  Sales,  and  Trading 

I)       A.<eQger    >  •  •  •  •  • 

,,  ,,      Totaf  Account 

Brewer's  Salary  . .  . .     * 

Brewing  Book  (Excise) 


Capital  Account,  Partners' 

Carman's  Delivery  Book  .. 

,.  „  „      (Bottled  Beer) 

Carriage  Inwards,  Analysis 

,,  Outwards  ..  .. 

Carrier's  Book     . .  . .  , . 

Case  and  Jar  Account 

, ,  , ,   Ledger  and  Register  . . 

Cash  Book,  Bank  . ,  . . 

Creditors' 


»l 
It 

„      Debtors' 

tt 

,.      Petty 

•  t 

„      Travellers' 

»» 

Sales 

Cask  Account 

It 

Ledger 

M 

Register 

» 

Repairs  Account 

Casks  Broken  up . . 
Cellarman's  Book 

„  Order  Sheets 

Coal  and  Coke  Account    . 
„    for  Malting.. 


PAGE 

8x 
80 

55 

54 

130 

63.  ^35 
62 

56 

Accounts      109 

22 

140 

84,  119 

98 


140 

I02 
29 
27 
12 
12 
28 

130 
52 

75 

77 
70 

78 
72 

40 

128 

47 

47 

"3 

51 
26 

24 
104 

8 


FORM 
36 

35 


26,  27,  28 
23 


10 


13 

59 


22 

32 
33 
30 
34 
31 


19 
20,  21 


Z2 


INDEX. 


Collectors' Reports  ..  ..  •• 

Commissions       . .  . .  •  •  •  • 

Compensation  Act.     (See  "  Licensing  Act,  1904.") 
Coombs  Sold       . .  . .  •  •  •  • 

Cooperage 

,,  Repairs 

Corks  for  Bottling  Account     ■ 
Cost  Account.  Beer  (expenses  per  Barrel)     . . 
,,      Manufacturing 
Malt  ••  ..  •• 

Credit  Notes,  Bottled  Beer 
„  „      Purchases  .. 

,,  ,,      Sales  ..  ••  •• 

Creditors' Cash  Book 
Customers'  Order  Book    . . 

„  Statements  (Monthly)  . . 

„  «,  (Quarterly) 


»• 


PAGE 

99 

..      113 

113 
83 

108, 113 
118 

145,  146 

141 

III 

67 

..    5.13 

42 
77 
24 
91 
89 


tt 


ti 


Debentures 

Debtors'  Cash  Book 

Deductions  under  Licensing  Act.     (See  "  Licensing 

Act.") 
Delivery  Book  (Bottled  Beer) 
,,     (Carman)  .. 
Notes    . .  . .  •  •  •  • 

Depot  Accounts  . . 
Directors' Fees    .. 
Discounts  off  Purchases  Account    . . 
„  ,,  Sales 

„         (Trade)  Purchases 
Dry  Hopping 
Duty  Account 

E" 
Empties — 

Bottles  . .   _  . .  •  •     ,       •  •     . 

Casks  . .  •  •  •  •     , 

Purchases     ..  ..  ••  •• 

Excise  Brewing  Book  . . 


102 

70 

67 
29 

5 
38 
102 
119 
120 
23,  120 
102 
117 


62 

47 
14 
98 


185 


FORM 


33 
II 

40 
39 


30 


29 
13 


26,  27,  28 
19.  20 


¥'• 


i     ■] 


"•I 

I 

'    ( 
I 

I 


1 86 


INDEX. 


Finings  Account . . 

Fodder  and  Horsekeep  Account     . 

Forwarding  Sheets 

Freehold  Houses,  Capital  Account 

»f  >>        Rent  Account    . 

,,        Reserve 
Fuel  Account 


Goods-In  Book    . . 
,,      Lying  Out 
„     Out  Book  . . 

Goodwill  Account 

Grains  Book 

I)      dales        • « 

Guard  Book,  Invoices 


PAGE 


104 

105 

29 

lOI 

135 

152 

104 

FORM 


5 

S 

•   153 

31 

H 

lOI 

95 

42 

96,  122 

12 

'(!■ 


i  -; 


Harness  and  Vehicles  Account 

„      Repairs  Account.. 
Hop  Account 

„     Stock  Book 
Hops,  Spent 

Horsekeep  and  Fodder  Account 
Horses  Account  . . 
Houses  under  Management  Account 

Weekly  Returns 


131 

108 

102 

18 

102,  124 

105 

131 

nt 

■  • 

132 

tl 


t* 


Impersonal  Ledger 

Imprest  System— Petty  Cash 

Income  Tax 

,1        ,,    on  Compensation  Items 
II        ,,      ,,  Loans       ..  ,. 

Insurance  Book  ..  .. 

,,  Brewery  ..     •       ,. 

Investments 


98 


•  • 


xoo 

78 

87. 115 

165 

137 

93 

"5 

M5 


a 


Invoice  Check  Stamp 
Invoices,  Filing  of 
„        Purchases 
Sales    . . 


INDEX. 


i8r 


•t 


PAGE 

FORM 

5 

2 

12 

4 

29 

13 

Jar  Beer  Trade    . . 

„  Ledger 
Jars  and  Cases  Account 
Journal  .. 


. .  36,  44 

52 

130 

85,  100 


22- 


37 


:k 


Law  Costs  Account 
Lease  Books        .  • 
Leaseholds— Capital  Account 

„  Rent  Account 

Ledger,  Bought  . . 

,,      Cases  and  Jars     .. 

,,       Cask        .  •  •  • 

,,       Impersonal 

,,       Private  .. 

,,      oaies      •  •  •  • 

Licences 
Licensing  Act,  1904 


*t 
•t 
tt 
»• 
*t 
It 
ft 


t* 
»f 
tt 
»• 
•» 

M 
»* 


•  • 


•  f 


l> 


Claims  for  Compensation 

„      Treatment  in  Accounts  . . 

Copy  of  the  Act  and  Schedules  . . 

Division  of  Claims 

Income  Tax     . . 

Levies — Apportionment 

,,        Treatment  in  Accounts.. 

Re  Rents  Receivable 


Light — Brewery  .. 

Loans  to  Brewery 
„     Customers 
„      Tenants 

Loose  Plant  Account 


10  X 

93 
132 

133 
22 

52 

47 

TOO 
100 

44 

"5 
160 

166 

169 

173 
167 

165 
165 
163 

87.  133.  135 
115 
..  137 
136 
136 
126 


4i,4iA 


10 
22 
19 


18- 


Vt 


1 1 'I 

M 


'-'  1 


it  >  >l 


♦ 


III 


'7  -\ 


\-9 

.4'*; 


Iv^ 


I  •■ 


1^ 


r 

1^ 


1 88 


INDEX. 


Machinery  and  Plant  Account 
Malt  Manufacturing  Account 

,,    Purchases  Account  . .  .. 

,,    Stock  Book 
Malting  Book 

„      Plant,  &c..  Account 
Managed  Houses  Account 

♦t  ».       Weekly  Returns.. 

Manufacturing  Account,  Beer 

,•  Sundries   .. 

Manure  Sales 

Materials  Purchases  Book 
Members,  Register  of 
Men's  Beer  Account . 
Mirrors  and  Tablets 
Mortgage  Accounts  . . 

Register 


•t 


Oflfice  Expenses  Account  . . 

„    Furniture  Account . . 

Oil .  Waste,  «&c. ,  Account . . 

Order  Book  and  Sheets.  Cellarman's 

Purchases     , . 

OaieS  •  «  mm 


» 


•> 


It 


Partners'  Capital  and  Drawing  Accounts     . . 

Pass  Book  Agreement 

Petty  Cash  Book..  ..  .... 

Pigs  Account 

Plant  and  Machinery  Account 

» »    J-«oose         «.  .,  ,,  ,, 

,,     Repairs  Account 
Printing,  Stationery,  and  Advertising  Account 
Private  Ledger    . .  . .  . .  , . 

Profit  and  Loss  Account  . . 


PAGE 

126 
III 
104 
18 
16 
128 

.    .  132 

98 

141 

12.  104 

105 

8 

102 

.       117 

•  •  145 

•  137 
102 


140 

77 

78 
119 

126 

126 

108 

108 

100 

M3 


FORM 


..    •  loi     *- 

lOI 

104 

. .  2'4,  26 

12 

3 

X 

24 

II 

34 


INDEX. 

• 

Purchases  Book  . .            . . 

ff 

„     Barley    • . 

#♦ 

,,     Materials 

t» 

,,     Sundries 

t» 

Credit  Notes    . . 

I* 

Order  Book 

•• 

Returned  Book 

Quarterly  Balances  Book  (Customers') 


Railway  Accounts,  Analysis 
Reconciliation — Pass  Book  with  Cash  Book 
Register  of  Cases  and  Jars 

„        Casks 

„        Mortgages 

„        Shareholders  .. 
Rent,  Rates,  Taxes,  &c.— Brewery. . 

Freehold  Houses  . 


«t 


«« 


>> 


If 


It 
II 


•  «k 


Leasehold  Houses 
Makings 
Receivable  Book 
Repairs,  Cooperage 
,,       to  Houses 

„        „  Plant,  Vehicles,  and  Buildings  (Account) 
Reserve  Account  for  Bad  Debts 

,,    Discounts  on  Sales 
,,   Freeholds 
„      for  Bottles  charged  to  Customers 
Returns  Book,  Purchases.. 

oaies         a .  .  • 


It 


It 
It 


It 


89 


12 

77 

52 

47 
102 

102 

"5 
135 
133 
"5 
87 
83 
108 

108 
124 
120 

.       152 

63.  135 

13 

42 


Salaries — Brewer's,  &c.     .. 

,,        Office  .. 
Sales,  Cash 

„     Day  Book  (Cask  Beer) 
,,     (Sundries) 


»t      It 


84.  119 

119 

40 

32 

..  33.  36 


189 


PAGE 

FORM 

..7»8,9 

4.  5.6 

..  8,14 

6 

8 

4 

10 

5 

5 

3 

X 

13 

39 


22 

20,  21 


38 


17 


15.  i<> 
15.  16 


> » 


M 


'*t 


*$v 


190 


INDEX. 


I; 


'ti. 


J.' 

'.; 

r:  |t^' 

■M;- 

'•♦«. 

I- 
I 


'»i, 


.tt 


lill 


)• 


•  t 


i» 


Sales,  Grains 

Ledger       .. 

„        Total  Account 
Summary  of 
Screenings 

Self-balancing  Ledgers      . . 
Share  Capital  Account 

..     Register     .. 
Shives  and  Bungs  Account 
Spent  Hops 
Stable  Expenses  . .  ,  ,• 

„      Fodder     .. 
Stamps  and  Telegrams  Account 
Statement  Book  (Customers') 
Stationery,  Printing,  and  Advertising  Account 
Statistical  Books.. 
Stock  Book,  Barley 

Bottled  Beer.. 
Cask  Beer     , . 
Grains 
Hops 
Malt 

Sugar  and  Saccharine 
„      of  Beer,  Cost  of     . . 
,,       ,,      Unfinished 
Stocktaking 

Stoppers  and  Bottles— Asset  Account 
,,        System  of  Charging  out   .. 
Stores  Book,  Beer 
Sugar  Account     .. 

„      and  Saccharine  Stock  Book. . 
Summary  of  Sales 
Sundry  Creditors — Total  Account 

Debtors— Total  Account    . . 

Purchases  Book    . . 

Sales  Day  Book    . . 


If 


t> 


t» 


i> 


>« 


Tablets  and  Mirrors 
Taxes,  Brewery    . . 


PAGE 

96 

44 

137 
•  27.  41 
105 

137.  140 
102 
102 

lOI 

102,  104 
105 
105 

lOI 

91 

108 

89 

14 

•     58 

20 

95 
18 

18 

20 

•  143 

•  153 

•  153 
130 

60 

20 

104 
20 

•  27.  41 

140 

'       137 
10 

■  33.  36 

145 
"5 


FORM 


18 


40 


6 

24.  25 

9 

4a 
8 


5 

15.  16 


INDEX. 

PAGE 

Testing  Utensils  and  Thermometers 

104 

Thermometers 

104 

Trade  Charges     . . 

..       115 

,,     Discounts 

23 

Trading  Account,  Bought  Beer 

no 

Transfer  Fees 

102 

Travellers'  Cash  Book 

72 

,,          Expense  Account 

109 

,,          Order  and  Collection  Sheets 

99 

Utensils.. 


Vehicles  and  Harness  Account 

„        „  .,        Repairs  Account 

Veterinary  Expenses 
Vouchers  ..  .. 


W 


Wages    . . 

Waste,  Oil,  &c.,  Account 

Water  Account    . . 


Yeast  Sales 


128 


131 
108 

105 
155 


82,  118 
104 

lOI 


98,  124 


191 


FORM 


31 


•f 


•»  V 


\h 


i'';MI 


;•  0 


\  ■ .  ■'•I 

i  .1 


.-« • 


«i.  . 


iiii 


CATALOGUE   OF 


ACCOUNTANCY 


■  I 


•r* 


PUBLICATIONS. 


1915. 

[TWENTY-THIRD     EDITION.] 


London  : 

Gee  &  Co.  (Publishers)  Ltd. 

34  MooRGATE  Street,  E.C. 


>i|r 


[1,126) 


'  • 


NEW    PUBLICATIONS 

Issued  since  las>t  edition  of  this  Catalogue. 


I'V 


•l 


>     I 


7  • 


i 


'  1 


;»>i 


•i 


THE    PRACTICE    AND    LAW    OF    INCOME    TAX 

(Sanders). 

8vo.,  430  pp.,  10/6.     (See  p.  28  ) 


THE    ACCOUNTANT    PRIVATE    INVESTOR'S 

REGISTER. 

With  space  for  164  Investments.     Foolscap,  52  pp.,  5/-.     ^See  p.  30.) 

INCOME    TAX,    by    Walter    Lunt    (a    Pamphlet). 

Svo.,  40  pp.,  1/-.     (See  p.  28.) 

PRINTERS*    COST-FINDING    SYSTEMS. 

4to.,   7/6.     (See  p.  36.) 


CATALOGUE    OF 

ACCOUNTANCY 

PUBLICATIONS. 


ArrnUNTANT      THE    (Est.    1874).     A    weekly    newspaper 
'^^^^S    in   toe    for    Friday    eveaing4    mail.       The    Accountant 

if  tS  rSognisid  organ  of  Chartered  Accountants  and  Accountancy 
hrougho'S^The  worll  It  contains  leading  Articles  Contnb^t^ 
Articles  Weekly  Notes,  Correspondence  and  Enquiries.  Current  Law, 
Review;  R^orts  of  Meetings  of  Societies  of  Accountants  ^d  Students 
^7etTes  sSSVish  Notes.  Lectures  and  Debates  on  Accountaijj:y. 
iToSng  (w^th  specimens  of  Accounts)  Auditing.  Liq^^dations^ 
Bankruptcies,  Receiverships,  Company  Law.  Income  Tax.  «c.  &c..  as 
well  as  Law  Reports  of  all  Decisions  of  interest  to  Acco"°\»»*^ 
M  to  Administration  Cases,  Arbitrations.  Windmg-up  of  Joint  Stock 
Companies.  Liquidations.  Bankruptcies,  Mercantile  Law.  and 
Partnerships;  and  is  generally  a  complete  record  o^^ll  matters  of 
interest  to  the  Profession.  New  Volumes  commence  in  January  and 
July  each  yew^^^  ^^^.^^  ^^   ^^^^  ^^^^  ^^^  ^^  ^^^  ,  ^^^^^^^  ^^ 

subscriptions :  Yearly,  post  free  U.K.  24/-  ;   post  free.  Abroad. 

26/-:  Half-yearly.  U.K.  13/- I  Abroad,  14/-. 
Binding  Covers  issued  lor  each  half-yearly  volume,  half  calf,  gold- 

lett?r«d.  2/6  net.  post  free  U.K.  2/9;  Abroad.  2/10. 
Filina  Cases  for  filing  the  weekly  issues  until  volume  is  completed, 

3/6  net.  post  free  U.K.  3/11  (postage  Abroad  prohibitive). 
Filina  Cases  for  Statutes  and  Rules  and  Law  Reports,  1/6  net 

pSst  free  U.K.  1/10  (postage  abroad  prohibitive). 
volumes,    bound    half    calf,    gold-lettered     Vol    X.   2  4/-;    XI 
^ios  •  XII  XIII,  15/- each:   XIV.  20/-:  XV— XVIII,  15/- 

IVi.    XIX-XXI    14/-  each;     XXII,  26/-;   XXIII-XXIV. 

?2S    'ei^h      XXV     30/-:      XXVI,     40/-:     XXVII,     50/-; 

XXVIII     28/  rixtx     20/-:    XXX-il,   14/-.  each.    net. 

pwt  frei  U.K.      (Prices  of  Vols.  I-X  on  application.) 

ACCOUNTANTS'  JOURNAL.  THE   (Est.  1883).    A  monthly 
n*»wsDaDer  issued  on  the  ist  of  the  month. 

ThfReneraTc^^^^^  of  the  paper  are  designed  more  especia^^ly  to  meet 
Ae  rl^StremSts  of  Accountant  Students,  though  the  practmoner  is  by 
no  means  overlooked.  A  concise  summary  is  given  of  the  effect  of  all 
The  lm4?tant  Legal  Decisions  of  the  preceding  month.  Articles 
Notes  Sespon^nce,  Reviews  and  Prize  Competitions  appear  m  each 
Ssuf'togSher  with  Lectures  delivered  to  .the  various  Students' 
ISfeties  and  the  reports  of  their  meetings.  The  new  Vo  ume 
^^minr^es  in  May  each  year.  Single  copies  9d.  net.  post  free.  lOd. 
commences  in  naay  eacu  yctu.       ,      °,  v  %ia  .  r^na*  frt-^  Ahrnatl  a/ a 

Subscriptions  :  Yearly,  post  free  U.K.  7/6  ;  post  tree  ADroad,  8/6. 

Wndina  Covers  issu^  for  each  Yearly  Volume,  half  calf,  gold- 
leUerS,  2/6  net.  post  free  U.K.    2/9;   Abroad    2/10- 

rinnn  Cases  for  keying  unbound  copies  until  the  completion  of 

■^"he^  Volume.     1/-  ^net!  post    free    U.K.    1/4    (postage   abroad 

vSumef  ^und  half  calf,  gold-lettered  I-^^^^  7l^..c^A^.c^ 
Vols.  Ill  and  VI,  10/-  each),  XIII  to  XXXl,  8/6  eacn  tposi 
free  U.K.). 

GEE  &  Co  (Publishers)  Ltd..  34  Moorgate  Street.  London.  E.C. 
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ACCOUNTANTS'     LIBRARY,    THE. 

Consists  of  a  series  of  51  handbooks,  each  separate  volume  of  which 
deals  with  a  complete  system  of  Bookkeeping  suitable  for  the  particular 
business  described,  together  with  a  complete  set  of  pro  forma  Accounts. 
Most  of  the  volumes  are  published  at  a  uniform  price  of  3/6  net,  but 
in  the  case  of  a  few  larger  volumes  the  price  is  5/-,  7/6,  and  10/6. 
To  Subscribers  these  are  published  at  the  special  rates  of  2/6,  3/9, 
5/-,  and  7/6.  Subscriptions  can  still  be  received  at  this  reduced  rate 
for  Vols.  1  to  XX,  XXI  to  LI,  or  the  whole  of  the  volumes  of  the 
Series. 
ACCOUNTANT'S  &  BOOKKEEPER'S  VADE-MECUM. 
{See  Vade-Mecum,  p.  43  ) 

ACCOUNTANTS'     ASSISTANT. 

•  (140    pp.    8vo.)      By    Thomas     Beckett.      A     Bibliography     of 

Accountancy:  being  an  Index  to  the  Accountancy  Lectures  and 
Leading  Articles  printed  in  The  Accountant,  The  Accountants'  Journal, 
The  Transactions  of  the  various  Students'  Societies,  and  other 
periodicals,  during  the  last  thirty  years  of  the  Nineteenth  Century,  to 
which  is  added  a  List  of  the  principal  Treatises  now  in  use  on  each  of 
the  117  subjects  affecting  Accountancy. 

Net  price  (post  free  U.K.)  6/- ;  Abroad  6/8. 

ACCOUNTANTS'     CODE.  ..     ^  . 

A  short,  but  sufficiently  complete  Telegraphic  Code  to  be  used  by 
principals  and  clerks  when  desiring  to  communicate  with  each  other 
by  telegraph.    Arranged  to  be  affixed  inside  the  Audit  Note  Book. 

Net  price  (post  free  U.K.)  5/-  per  dozen  ;  Abroad,  5/5  per  dozen. 

ACCOUNTANTS     COMPENDIUM. 

(4th  Ed.,  749  pp.,  4to.)  By  S.  S.  Dawson,  M.Com.,  F.C.A. 
A  complete  Lexicon  for  Accountants,  containing  some  1,500  articles 
upon  subjects  of  general  interest  not  only  to  the  professional 
Accountant,  but  also  to  Chief  Clerks,  Secretaries,  and  others  holding 
responsible  positions  in  mercantile  concerns.  It  is  estimated  that 
about  20,000  distinct  points  which  are  constantly  arising  in  the 
practice  of  an  Accountant  have  been  dealt  with  in  this  Edition, 
and  all  references  and  authorities  are  quoted  in  the  text.  The 
following  subjects  dealt  with  will  give  some  idea  of  the  scope  of  this 
work :— Accountancy  (generally).  Actuarial  Matters.  Administration 
of  Assets.  Administrators.  Agency.  Apportionment.  Arbitrations 
and  Awards.  Arithmetical  Questions.  Arrangements  with  Creditors. 
Auditing.  Banking.  Bankruptcy.  Bills  of  Exchange.  Bills  of  Sale. 
Bookkeeping.  Branch  Accounts.  Building  Societies.  Capital  and 
Income  Questions.  Carriage.  Cheques.  Company  Law  and  Practice 
(Formation,  Management,  and  Winding-up).  Contracts  (generally). 
Contributory.  Death  Duties.  Debentures.  Deeds  of  Arrangement. 
Departmental  Accounts.  Depreciation.  Directors.  Economic  Questions. 
Equation  of  Payments.  Executorship  Accounts.  Executorship  Law. 
Factors.  Foreign  Exchanges.  Goodwill.  Guarantee.  Hire-Purchase 
Agreements.  Income  Tax.  Infant.  Insurance.  Interest  (Questions 
involving).  Investigations.  Land  Taxes.  Lien.  Limitation  of  Actions. 
Liquidators.  Manufacturers'  Accounts.  Mercantile  Law  (generally). 
Municipal  Finance.  Official  Receivers.  Partnership.  Pledge.  Profit. 
Profit  and  Loss  Account.  Profits  Available  for  Dividend. 
Promissory  Notes.  Receivers.  Reserves  and  Reserve  Funds.  Sale  of 
Goods.  Savings  Banks.  Secretarial  Matters.  Self- Balancing  Ledgers. 
Shipping.  Single  and  Double  Account.  Single  and  Double  Entry. 
Sinking  Funds.  Slip  Bookkeeping.  Stock  Exchange  Terms.  Stock-m- 
Trade  (Questions  affecting).    Trustees.  Trustees  in  Bankruptcy.   Wills. 

Net  price  (post  free  U.K.)  25/-  :  Abroad.  26/8. 

GEE    &    CO.    (PUBLISHERS)    LTD., 


ACCOUNTANCY     PUBLICATIONS. 


ACCOUNTANTS'     DIARIES,    THE. 

Eight  Editions  Annually.  All  editions  (except  No.  3)  contain  a 
Complete  Directory  of  Accountants  throughout  the  world, 
together  with  special  information  for  Accountants,  including  extracts 
from  Statutes  and  Rules  relating  to  Building  Societies,  Compani^, 
Trustees  in  Bankruptcy  and  under  Deeds  of  Arrangement  and  the 
Audit  of  Accounts  of  various  bodies,  &c.  (in  so  far  as  they  affect 
accountants),  and  other  useful  information.  Net  Price  (Post  PostFre*. 
One  day  on  each  page.     Foolscap     folio.     Free  U.K.)  Abroad, 

with  all  information,    bound  in  cloth.         8/-  Too  heavy. 

Two  days  on  each  page.     Foolscap     folio, 
with  all  information,     bound   in  cloth. 
Two  days  on  each  page,    Foolscap     folio, 
with  all  information,    bound  in  boards. 
Three  days  on  each  page,     Foolscap     folio, 
without  Directory  or  information,     bound  in  boards. 
3a.        Three  days  on  each  page,     Foolscap     folio, 
with   all  information,    bound  in  boards. 

Medium  8vo, 
bound  in    cloth. 

Medium  8vo, 
bound    in  cloth. 


No.  I. 
No.  2C. 
No.  2. 
No.  3. 


No. 


No.  4. 
No.  4f. 


5/- 
3/6 


No.  5. 
No.  6. 


One  day  on  each  page, 

with  all  information. 
One  day  on  each  page, 

with  all  information. 

(ruled  feint  for  hours  engaged). 
Two  days  on  each  page.        Medium  8vo, 

with  all  information. 
Two  days  on  each  page, 

without  information, 
Nos.    I,   2C,   2,   3,  and    3a 


1/6 

2/- 
5/- 
5/- 


6/6 

5/- 

2/6 

3/- 

6/- 

6/- 


bound   in  cloth.         2/6  3/3 

Medium  Svo,  1/6  2/- 

bound  in  boards, 
are  specially  ruled  for  accountants  with 
columns  headed  •"•Estate  and  Hour  of  Appointment."  "  Posting  Folio," 
••  Particulars,"  and  "  Hours  Engaged."  Copies  can  be  obtained  inter- 
leaved with  blotting  paper  at  an  extra  cost  of  2/-  each  for  No.  i ; 
1/6  each  for  Nos.  2,  2c,  4,  and  4f  ;  and  1/-  each  for  Nos.  3,  3a,  5,  and  6. 
A  Ledger  Index  is  included  in  No.  i  Edition  and  can  be  supplied  in  the 
other  Editions  at  an  extra  cost  of  6d. 

*»*  The    above  Diaries  are   al«o    published    In    Loose  leaf 
form.     A  special  prospectus  will  be  sent  on  application. 

ACCOUNTANT'S  POCKET  DIARY  &  REFERENCE  BOOK. 

(5jin.  X  3in.)  Compiled  by  R.  Duncan  French  and  A.  L. 
Gee.  Summary  of  Contents :  Calendars — Perpetual  Calendar — Notable 
Dates— Diary  Table — Postal  Information,  Inland  and  Foreign— Foreign 
Money  Tables  and  English  Equivalents  and  Conversion  Tables — 
Decimalization  of  ;^i— Exchange  Tables — Cardinal  Numbers  in  different 
Languages — Weights  and  Measures,  British,  Foreign,  and  Colonial — 
The  Metric  System — Metric  Conversion  Tables — Sizes  of  Printing 
Papers,  Books,  and  Types — Mensuration  Formulae — Bank  Rate  of 
Discount— Average  ditto— Income  Tax  Rates— Table  of  Company  Fees 
— Hours  at  Somerset  House — Company  Statutory  Requirements — 
Stamp  Duties,  &c. — Time  for  Stamping  Documents — Company  and 
Bankruptcy  and  Deeds  of  Arrangement  Time  Tables — Trustee  Securi- 
ties with  Transfer  and  Dividend  Days— Judges  :  England  and  Scotland 

Intestates'     Estates — Professional     Fees    (Accountants,    Architects, 

Auctioneers,  Stockbrokers,  &c.)— Solicitor's  Costs  for  Conveyancing — 
Life  Assurance  Rates— Rates  for  Annuities— Fire  Insurance  Rates — 
Expectation  of  Life— Tables  of  Simple  Interest,  Compound  Interest, 
Present  Value  of  a  Lease  or  Annuity,  Yield  per  cent,  of  Investments, 
Discounts,  Wages  and  Salaries,  Leasehold  or  Sinking  Fund  Assurances, 
Fine  on  Renewing  Lease,  Building  Society  Reducing  Mortgage,  Con- 
tributions under  Compensation  Act,  1904 — Directory  of  Professional 
Societies  and  Students'  Societies — The  Census  191 1— Memoranda — 
Telephone  Numbers  and  Telegraphic  Addresses— Personal  Memoranda 
— Diary  (a  week  to  an  opening)- Memoranda — Index. 

Price  2/6  net,  post  free  U.K.  and  Abroad,  2/8. 

34    MOORGATE    STREET,    LONDON,    E.G. 
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A  Loose-leaf  Edition  can  be  supplied  at  the  same  price,  pltts  the 
extra  cost  of  the  Walker's  Loose-leaf  Morocco  Cover,  as  follows  :— 

No.  53^.  Complete  with  loose-leaf  cover,  6/6  post  free.  U.K. ; 
Abroad,  7/-. 

No.  BS3^.  Complete  with  cover,  fitted  with  strap  and  button, 
and  containing  pockets  for  cards,  stamps,  &c.,  9/6  post  free,  U.K. ; 
Abroad  10/-- 

Refills  of  the  Pocket  Diary  In  loose  leaves,  price  2/6 
post  free,  U.K. ;  Abroad  2/8. 

It  may  be  mentioned  that  the  loose-leaf  form  will  be  found  very 
convenient,  as  any  private  cuttings  or  memoranda  can  readily  be 
inserted  in  their  pioper  order,  and  any  matter  that  is  not  required 
can  be  easily  taken  out. 

A  thicker  loose-leaf  book  can  be  supplied,  which  will  hold  extra 
leaves  for  notes,  &c.,  price  (including  Pocket  Diary)  No.  553^, 
including  ico extra  loose  leaves,  8/6  post  free,  U.K. ;  Abroad,  9/-. 
No.  8653^,  ditto,  with  band  and  button,  and  pockets  for  cards, 
stamps,  &c.,  11/6  post  Iree,  U.K.  ;  Abroad,  12/-. 

Extra  packets  of  loo  leaves.  9d.  ;  post  free  U.K.,  lOd.,  Abroad  1/- ; 
Index,  6d.  ;  p>ost  free  U.K.  7d. ;  Abroad  9d.  These  leaves  can 
be  obtained  unruled  and  in  nine  different  rulings,  viz. : — Quadrille, 
feint,  commercial,  single  cash  book,  double  ledger,  dollars  and  cents, 
single  francs  and  centimes,  double  francs  and  centimes,  and  price 
book.     Unless  otherwise  ordered  plain  feint  ruling  will  be  supplied. 

Transfer  Cases  to  take  sheets  already  used,  or  not  immediately 
required,  prices  and  capacity :  — No.  T5J  (i*)  1/2.  No.  T81i  (f) 
1/6.     No.  T52^  (I-)  1/9.     No.  T93i  (i^-)  2/-.    Carnage  paid. 

ACCOUNTANTS'     MANUAL. 

A  most  valuable  fund  of  information  concerning  various  points  of 
Practice  and  Law  relating  to  the  Profession  is  contain^l  in  the 
Questions  and  Answers  of  the  Institute  Examinations.  The  eleven 
Volumes  already  issued  under  the  above  title  comprise  the  back  parts 
of  the  Questions  and  Answers,  with  copious  and  carefully  prepared 
Indices.  By  this  means  an  extremely  valuable  mass  of  information 
is  available  to  the  Student  for  Examination  purposes,  and  to  the 
practitioner.  The  Examination  Questions  and  Answers  included  in  the 
Volumes  cover  the  following  periods : — 


i> 


I. 

Dec. 

1884  to 

June 

1887 

Vol. 

VIII. 

Dec 

II. 

1887  to 

1890 

IX. 

III. 

1890  to 

1892 

X. 

IV. 

1892  to 

1894 

XI. 

V. 

1894  to 

1896 

XII. 

VI. 

1896  to 

1898 

XIII. 

VII. 

1898  to 

1900 

XIV. 

Nov 

Vol.     I.  Dec.  1884  to  June  1887    Vol.  VIII.  Dec.    1900  to  June  1902 

1902  to  .,  1904 
1904  to  .,  1906 
1906  to  „  Z908 
1908  to  .,  1910 
1910  to  May  1912 
1912  to     .,     1914 

The  Questions  and  Answers  published  after  the  last  date  mentioned 
will  form  the  succeeding  Volumes,  which  it  is  proposed  to  issue  every 
other  year. 

Fourteen  Volumes  have  already  been  issued,  net  price  (post  free,  U.K.) 
7/6  each  ;  Abroad,  8/4  each,  or  the  set  of  fourteen  Volumes  84/- 
post  free,  U.K.  ;    93/4  post  free,  Abroad. 

Also  issued  in  parts  every  June  and  December,  net  price  1/6  each, 
post  free,  U.K.  or  Abroad,  1/7.  To  those  who  have  purchased  theparts 
as  and  when  issued  the  Indices  can  be  supplied  separately,  price  1/-  each. 

Subscriptions,  post  free,  U.K.  or  Abroad,  3/-  per  annum.  This  sub- 
scription includes  2  parts  and  the  index  issued  biennially. 
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ACCOUNTANTS'    TIME     BOOK    AND    CLIENTS' 

LEDGER,    COMBINED. 

(Large  post  folio.)      Designed    by    H.    W.    Hazlehurst,    A.C.A. 

The  Author  believes  the  above  meets  a  distinct  want  in  Accountants' 
offices,  obviating  the  use  of  Ledger  Accounts,  both  for  time  spent  on 
clients'  behalf  and  for  the  resulting  charges.  One  line  (only)  devoted 
to  each  Stocktaking.  "Fees  by  Scale"  are  set  beside  ••Actual 
Fees,"  with  space  for  record  of  sending  in  the  bill,  and  of  payment 
received.    (Specimen  entries  shown.) 

40  pp.,  3/6  net.    Post  Free  U.K.  3/9  ;  Abroad,  3/1 0. 

100  pp.,  6/6  net  post  free  U.K.  ;    7f-  net  post  free  Abroad. 

ACCOUNTANCY     PROBLEMS,  ^       . 

with  Solutions  by  L.  Groendllngef.  (330  PP-  8vo.)  Containa 
Problems  on  the  Adjustment  of  Partnership  Accounts,  Practical 
Accountancy,  Theory  of  Accounts,  Auditing,  Commercial  Law,  with 
Solutions  and  Notes,  and  Questions  set  at  the  C.P.A.  Examinations. 

21/6  net.    Post  free  U.K.  21/1 0:  Abroad  22/6. 

ACCOUNTING  PRACTICE  AND  PROCEDURE. 

(6  in.  by  9  in.,  300  pp.)  By  A.  Lowes  Dickinson,  M.A.,  F.C.A., 
C.P.A.,  F.I.  A.  The  volume  is  of  unequalled  value,  for  much  of  it  is 
an  expression  of  expert  opinion  regarding  those  very  questions  on  which 
a  competent  opinion  is  so  extremely  difficult  to  get.  Ordinary  account- 
ing practice  is  assumed  to  be  familiar  to  the  reader,  or  accessible  in 
other  works,  and  the  author  throws  the  whole  weight  of  his  experience 
into  an  exhaustive  discussion  of  the  exceptional  problem,  the  difficult 
case,  the  puzzling  situation,  or  the  item  of  apparently  slight  but  actually 
great  importance.  Bookkeeping  is  covered  in  a  single  chapter  instead 
of  the  usual  four  or  five— but  that  one  outlines  comprehensively  an  entire 
modern  accounting  system.  On  the  other  hand,  the  exhaustive  dis- 
cussion of  the  Balance  Sheet  covers  six  full  chapters.  The  perplexing 
points  of  corporation  accounting  and  of  cost  accounting  are  given  a  full 
chapter  each.  The  remainder  of  the  book  is  devoted  to  a  thorough, 
definite  treatment  of  the  duties  and  liabilities  of  the  public  accountant 
in  work  involving  prospectuses,  certificates  of  financial  position,  earning 
possibilities,  liquidation,  and  other  matters  in  which  the  practitioner 
must  watch  very  carefully  what  he  is  doing. 
Net  price  (post  free  U.K.)  14/-  cloth.  16/-  leather;  Abroad,  14/6  and  16/6. 

ADVANCED    ACCOUNTING. 

(4th  Ed.,  520  pp..  4to.)  By  Lawpence  R.  Dicksee,  M.Com., 
F.C.A.  This  work  will  be  found  of  the  greatest  value  to  Candi- 
dates for  the  Final  Examination  of  the  Institute,  and  to  all  serious 
Students  of  Accounts.  In  addition  to  an  exhaustive  treatment  of  the 
subject  from  an  Accountant's  point  of  view,  an  Appendix  is  included, 
which  has  been  written  by  J.  E.  G.  db  Montmorency,  B. A.,  LL.B. 
(Cantab),  of  the  Middle  Temple,  Barrister-at-Law,  dealing  with  the  law 
relating  to  Accounts,  and  the  requirements  of  the  Courts  and  of  lawyers 
in  connection  therewith.  The  following  matters  dealt  with  (to  each  of 
which  a  chapter  is  devoted)  will  give  some  idea  of  the  scope  of  the 
work :— Introduction— Capital  and  Revenue— Organisation  of  Accounts 
—Methods  of  Balancing— Branch  Accounts,  &c.— Tabular  Bookkeeping 
—Stock  Accounts  and  Store  Accounts— Partnership  Accounts— Company 
Accounts— Vendors*  Accounts— Executors'  Accounts— The  Double- 
Account  System— Income-Tax— Bankruptcy  and  Insolvency  Accounts- 
Liquidation  Accounts — Reconstructions  and  Amalgamations — Falsified 
Accounts— Bookkeeping  without  Books— Cost  Accounts— Depredation. 
Reserves,  Reserve  Funds  and  Sinking  Funds— Payments  by  Instalments 
and  Interest— The  Form  of  Published  Accounts— The  Criticism  of 
Accounts— Miscellaneous  Problems  in  Accounts— Periodical  Returns — 
Accounts  for  Litigation.— The  Law  Relating  to  Accounts— Miscellaneous 
Questions  on  Accounts.    Net  price  (post  free  U.K.)  21  /- ;  Abroad,  22/6. 
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Post  free  U.K. 

1/1 

5/6 

10/0 


Abroad. 

1/1 

6/- 

10  8 


AaRICULTURAL    ACCOUNTS. 

(Vol.  IV  of  "The  Accountants*  Library"  Series,  q.v.)  (2nd  Ed., 
126  pp.,  ffvo.)  By  T.  W.  Meats  (Incorporated  Accountant).  This  work 
contains  a  complete  system  of  Bookkeeping  and  Forms  of  Account, 
arranged  specially  to  suit  the  requirements  of  Agriculture ;  and 
also  a  Specimen  Set  of  Entries  covering  the  transactions  for  One 
Complete  Year.  The  application  of  Cost  Accounts  to  the  transactions 
is  also  dealt  with,  and  provides  for  Departmental  Profit  and  Loss 
Accounts.  A  separate  section  of  the  work  deals  with  Income-Tax  as 
relating  to  Agriculture.    5/-  net.    Post  free  U.K.  5/4  ;  Abroad,  5/7. 

ANTE    AUDIT. 

(44  PPi  ^  in-  by  4  in.)  A  concise  Booklet  of  Rules  and  Instructions 
intended  to  be  given  by  the  Auditor  to  the  Bookkeeper  in  order  to 
facilitate  the  Auditing  of  the  Books.    Arranged  in  alphabetical  order. 

Net  price.        —       - 

Per  copy  I/O 

Per  half  doz.  5/6 

Per  doz.  10/0 

AUCTIONEERS'    ACCOUNTS. 

(Vol.  II  of  "The  Accountants'  Library  "  Series,  q.v.)  (2nd  Ed.,  90  pp., 
8vo.)  By  L.  R.  Dicksee,  M.Com.,  F.C.A.  Describes  fully 
a  System  of  Accounts  suitable  for  Auctioneers,  Valuers,  and  Estate 
Agents.  Divided  into  Three  Parts  :—(i)  General  description  of 
Books  required  and  the  method  of  keeping  them.  (2)  Full  Set  of 
pro  formd  Accounts.  (3)  Miscellaneous  information  as  to  Licences, 
Scales  of  Charges,  Conditions  of  Sale,  &c. 

3/6  net.    Post  free  U.K.  3/0  :  Abroad,  3/10. 
AUDITING. 

(9th  Ed.,  1026  pp.,  8vo.)  A  Practical  Manual  for  Auditors.  By 
Lawrence  R.  Dicksee,  M.Com.,  F.C.A.  This  well-known  text- 
book (of  which  upwards  of  15,000  copies  have  been  sold  during  the 
past  20  years)  has  been  carefully  revised  and  brought  up  to  date.  It  is 
thoroughly  comprehensive  and  reliable.  As  before,  it  contains  copious 
extracts  from  all  ./4c/s  of  Parliament  affecting  the  subject,  and  detailed 
reports  of  all  the  leading  Legal  Decisions  to  date.  In  addition  to  being 
indispensable  to  Practitioners  and  Accountant  Students,  the  work  is 
invaluable  to  Directors,  Shareholders,  and  all  Business  men.  The 
present  edition  has  been  issued  at  half  the  price  of  the  preceding  edition, 
to  moet  the  views  of  those  desirous  of  securing  a  work  of  admitted 
authority  at  a  popular  price. 

The  following  is  a  summary  of  the  contents : — Introductory ; 
Auditing  up  to  the  Trial  Balance  (pp.  1-40)— Methods  of  Account 
suggested  in  the  course  of  Audit  (pp.  41-69)— Special  Considerations  in 
Different  Classes  of  Audits  (pp.  70-189)— From  Trial  Balance  to  Balance 
Sheet  (pp.  190-248) — Forms  of  Accounts  and  Balance  Sheets  (pp. 
250-285)— What  are  Profits?  (pp.  286-303)— The  Attitude  of  the 
Auditor  (pp.  304-334)— The  Liabilities  of  Auditors  (pp.  335-370)— 
Investigations  (pp.  371-393)— Income-Tax  (pp.  394-406)— Appendix  A 
(Extracts  from  Statutes,  &c.)  (pp.  417-678)— Appendix  B  (Legal 
Decisions)  (pp.  679-992)- Appendix  C,  Extract  from  "  Tretyce  off 
Husbandry  "  (pp.  996-998)— Appendix  D,  Depreciation  Tables  (pp. 
999-1002) — Index  (pp.  1003-1016). 

10/6  net.    Post  free  U.K.  11/-  ;  Abroad.  12/- 
%*  10th  Edition  in  the  Press. 

AUDITING:    THEORY    AND    PRACTICE. 

(673  pp.,  8vo.)     By  R.  H.  iWlontgomepy,  C.P.A.,  Past  President 

American  Association  of  Public  Accountants.     The  standard  American 

work,  presenting  the  most  extended,  detailed  and  practical  treatment  of 

Auditing  in  the  Accounting   literature  of  that  country.     Not  only  is  it 
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one  of  the  most  exhaustive,  but  it  is  one  of  the  clearest,  most  direct,  and 
most  thoroughly  common-sense  Accounting  publications.  The  work 
of  the  Auditor  is  covered  both  from  the  general  standpoint  and  with 
reference  to  special  lines  of  business.  There  is  hardly  a  page  of  the 
book  which  doesn't  give  some  suggestion  for  saving  time,  eliminating 
unnecessary  work,  or  distinguishing  the  vital  from  the  incidental. 
Summary  of  Contents  :  Preface— Purpose  of  the  Book — Purposes  and 
Advancement  of  an  Audit— The  Auditor's  Qualifications— Duties  of  an 
Auditor — Ethical  Duties  :  Legislation— How  to  begin  an  Audit — Balance 
Sheet  Audit :  Assets  :  Fixed  Assets  :  Liabilities  :  Contingent  Liabilities 
and  Capital  —  Profit  and  Loss  Account  :  Expenses  and  Losses — 
Certificates  and  Reports  —  TheDetailed  Audit:  General  Principles  : 
Verification  of  Income :  Purchases  and  Expenses :  The  Trial  Balance- 
Depreciation —  Special  Points  in  Different  Classes  of  Audit,  I,  II, 
III,  IV,  and  V — Investigations — Holding  Companies — Interest — 
Liabilities  of  Auditors— The  Liabilities  of  Directors— Certified  Public 
Accountants  Law  and  Examinations. 

Net  price  (post  free  U.K.)  21/-  ;  Abroad,  22/6. 

AUDIT    MEMORANDA. 

(i2  pp.,  8vo.)  By  Andrew  Binnie,  C.A.,  F.C.A.  This  booklet 
which  is  of  the  nature  of  an  ''Aid  to  Memory,"  is  intended  to  be 
complimentary  to  the  ordinary  detailed  Audit  Programme.  It  indicates 
the  leading  points  to  which  the  Auditor  should  direct  his  attention, 
when,  with  the  Balance  Sheet  before  him,  he  is  finally  completing  an 
Audit.  Space  is  left  for  the  insertion  of  such  further  points  as  may 
arise  in  special  matters.  The  Memoranda  are  divided  into  two  parts 
viz. : — I.  Preliminaries  to  commencing  detail  work  of  a  Company 
Audit;  or,  as  far  as  is  applicable,  the  Audit  of  a  Statutory  Report, 
2.     Points  to  be  looked  into  when  completing  an  Audit. 

1/-  net.    Post  free  U.K.  and  Abroad,  1/1. 
AUDIT     NOTE     BOOKS. 

No.  1  (26  pp.,  8  in.  by  4  in.).  Sixth  Edition.  Suitable  for  a  Monthly  Audit. 
No.  2  (26  pp.,  8  in.  by  4  in.).     Sixth  Edition.    Suitable  for  a  Quarterly 

or  Half-yearly  Audit. 
(Name  and  address  printed  free  on  covers  on  orders  of  100  copies.) 

Net  price.  Post  free  U.K.  Abroad. 

Single  copies  -/6  -/7  -/7 

Per  dozen  5/-  5/-  5/9 

Per  100  40/-  40/-  44/8 

No.  3  (49  folios,  12J  in.  by  4  in.).     For  Important  Audits. 
(Name  and  address  printed  free  on  covers  on  orders  of  50  copies.) 

Net  price.  Post  free  U.K.  Abroad. 

Per  copy  2/-  2/3  2/3 

Per  dozen  20/-  20/-  22/8 

Per  50  70/-  70/-  85/- 

Perioo  110/-  110/-  130/- 

AUDITORS,    SUMMARY    OF    LEGAL    DECISIONS 
AFFECTING. 

(4opp.,8vo.)  By  H.  G.  Coclce,  A.C.A.  A  pamphlet,  summarising 
the  leading  cases  afifecting  Auditors. 

1/-  net.    Post  free  U.K.  and  Abroad,  1/2. 

AUDITS. 

(3rd  Ed.,  246  pp.,  8vo.)  By  Arthur  E.  Cutforth,  A.C.A.  This  work 
describes,  within  the  limits  of  a  book  of  moderate  size,  the 
main  principles  of  Auditing  and  the  practice  of  Auditors.  Regard  has 
also  been  had  to  the  needs  and  requirements  of  Students  in  the  choice 
and  treatment  of  the  subjects  dealt  with.  The  following  is  a  summary 
of  the  contents: — General  Principles  of  Auditing — Specimen  Pro- 
gramme for  an  Audit  of  the  Cash  Transactions  of  a  Trading  Concern — 
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Audit  Practice  in  connection  with  various  Trading  and  Profit  and  Loss 
Account  Items — Audit  Practice  in  connection  with  various  Balance 
Sheet  Items,  Ac— Internal  Check — Special  Features  in  various  classes 
of  Audits — Specimens  of  Accounts  of  various  concerns— Provisions  of 
the  Companies  (Consolidation)  Act,  1908,  relating  particularly  to 
Auditors— Other  Extracts  from  the  Companies  (Consolidation)  Act, 
1908,  likely  to.  be  oi  interest  to  Auditors — Extracts  from  ••  Table  A  " 
likely  to  be  of  interest  to  Auditors — Notes  on  certain  legal  decisions  of 
interest  to  Auditors — Miscellaneous  matters  {e.g.^  Differences  in 
Books,  Double  Account  System,  Income  Tax,  Forms  of  Auditors' 
Certificates,  Investigations,  Depreciation,  Share  Transfer  Audit, 
&c.  &c.) — Representative  Examination  Questions  answered  and 
discussed — Questions  chosen  from  among  those  set  at  the  Examinations 
of  the  Institute  of  Chartered  Accountants. 

Price  6/6  net  (post  free  U.K.) ;    Abroad  7/3. 

AUSTRALIAN     MINING     COMPANIES'     ACCOUNTS. 

(Vol.  XVI  of  "The  Accountants'  Library"  Series,  ^.t;.)  (86  pp., 
Svo.)  By  D.  Qodden,  F.F.I. A.,  Aust.  and  Wm.  N.  Robertson, 
F.F.I. A.,  Aust.  This  volume  deals  very  fully  with  all  classes  of 
Mining  Companies'  Accounts,  as  usually  kept  in  Australia,  and 
contains  a  complete  description  of  the  Laws  of  the  various  States 
relating  to  the  subject.     3/6  net.    Post  free  U.K.  3/0  :  Abroad  3/1 0. 

BAKERS'    ACCOUNTS. 

(Vol.  L  of  •*The  Accountants'  Library"  Series,  q.v.)  (120  pp., 
Svo.)  By  F.  Meggison,  Chartered  Accountant.  A  complete 
System  of  Bookkeeping  for  Bakers,  with  additional  Chapters  on 
Income  Tax,  Branch  Shops,  and  Bakehouse  Accounts.  Synopsis: 
Introduction — Opening  the  Books — The  Baker  and  his  Creditors — The 
Baker  and  his  Customers — The  Baker  and  his  Cash — The  Journal — 
Impersonal  and  Private  Ledgers— Balancing  the  Books— Trading  and 
Profit  and  Loss  Accounts,  and  Balance  Sheet — Waiges— The  Treatment 
of  Sacks — Depreciation — Bookkeeping  for  Small  Bakeries— The  Baker 
as  Taxpayer — The  Accounts  of  Brancli  Shops — A  System  of  Bakehouse 
Accounts — Additional  Books  required  by  a  Limited  Company  —  An 
alternative  ruling  for  the  Customers'  Ledger. 

5/-  net.    Post  free  U.K.  5/4  ;  Abroad.  5/7. 

BALANCE  SHEET  OF  A  COMMERCIAL  CONCERN, 
HOW  TO  READ  THE. 

(3rd  Ed.,  64  pp..  Demy  8vo.)  By  F.  W.  Pixley,  F.C.A.,  Barrister- 
at-Law.  This  book  has  been  written  to  show  Shareholders. 
Financial  Experts,  and  others,  how  to  understani  this  complicated 
subject,  and  deals  with  '•Working  Capital,"  "Fixed  Capital,"  and 
the  Gauging  of  the  Position  of  a  Company  from  its  certified  Balance 
Sheet.  While  the  most  inexperienced  will  derive  some  benefit  from 
the  perusal  of  its  pages,  it  has  not  been  written  solely  for  them,  but  is 
also  intended  for  those  who  possess  some  knowledge  of  Bookkeeping 
and  Accounts,  and  it  is  hoped  that  such  will  find  some  useful  hints 
which  will  better  enable  them  to  criticise  a  strange  Balance  Sheet, 
whether  they  may  receive  it  in  their  capacity  as  shareholder,  intending 
investor,  or  even  for  the  purpose  of  writing  an  article  thereon  in  the 
financial  columns  of  a  newspaper. 

1/6  net.    Post  free  U.K.  and  Abroad,  1/9. 

BANK  BOOKKEEPING  AND  ACCOUNTS. 

(Vol.  I  of  "The  Accountants'  Library"  Series,  q.v.)  (3rd  Ed., 
169  pp..  8vo.)  By  John  A.  Meelboom,  Chartered  Accountant, 
and  Chas.  F.  Hannaford.  A  concise  Treatise,  showing  the 
application  of  the  principles  of  Bookkeeping  to  the  record  of  Bank- 
ing transactions.     With  about  40  Forms,  indexed  fully,  and  complete 
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even  to  posting  folios,  enabling  the  reader  to  instantly  trace  the  history 
of  any  transaction  through  the  entire  system  of  Accounts.  The  examples 
given  are  not  special  to  any  one  Bank,  but  the  facts  have  been  gathered 
from  many  difiierent  sources,  so  as  to  give  the  greatest  possible  informa- 
tion. A  Glossary  of  Banking  and  Commercial  Terms  is  appended,  legal 
definitions  being  given  as  frequently  as  possible. 

5/-  net.     Post  free  U.K.  5/4  ;  Abroad,  5/8. 


BANKRUPTCY. 


(2nd  Ed.,  286  pp.,  Svo.)  By  the  late  T.  M.  Stevens,  D.C.L., 
Barrister-at-Law.  Second  Edition  revised  by  F.  N.  Keen.  Barrister- 
at-Law.  A  work  designed  more  especially  for  the  use  of  those 
acting  as  Trustees  in  Bankruptcy,  or  otherwise  engaged  in  the 
practical  work  of  administration  in  bankruptcy  matters.  The  author's 
aim  has  been  to  produce  a  book  which,  though  not  attempting  the 
exhaustiveness  or  minuteness  of  the  leading  authorities  (Williams' 
Bankruptcy  Practice  and  Robson  on  Bankruptcy),  should  yet  follow 
on  their  lines,  and  be  an  accurate  and  reliable  text-book  of  the  law, 
far  removed  from  the  popular  handbook  class  of  literature. 

Net  price  (post  free  U.K.)  7/6  ;    Abroad,  8/2. 
3rd  Edition  in  tlie  Press. 


« 


BANKRUPTCY    AND    COMPANY    TIME    TABLES. 

(16  pp.,  8vo.)  Useful  Time  Tables  of  some  of  the  principal 
matters  in  connection  with  Bankruptcy  and  Deeds  of  Arrangement,  and 
of  the  steps  in  a  Company  Liquidation.  In  pamphlet  form  :  6d.  net. 
Post  free  U.K.   and  Abroad,    7d. 

The  Company  Liquidation  and  Bankruptcy  Time  Tables  are  also  pub- 
lished in  map  form,   6d.  net.   Post  free  U.K.  and  Abroad,  7d.    each. 


*,*  New  Edition  in  tlie  Press. 


BANKRUPTCY  &  DEEDS  OF  ARRANGEMENT  ACT,  1913 

(136  pp.,  8vo.)  A  Useful  Handbook  for  Students  and  Practitioners. 
Consisting  of  the  Full  Text  of  the  Act,  the  complete  Rules  issued  under 
the  Act,  a  Reprint  of  the  Articles  appearing  in  The  Accountant  discussing 
the  general  nature  of  the  measure,  a  Note  as  to  the  date  when  these 
various  provisions  come  into  force,  and  a  comprehensive  Index. 

1/6  net.     Post  free  U.K.  and  Abroad  1/8. 

BANKRUPTCY  &  DEEDS  OF  ARRANGEMENT  ACT,  1913 

(6|in.  by  4^  in.,  18  pp.,  cloth.)  An  Abstract  of  Part  I  of  the  Act.  By  an 
incoppopated  Accountant.      1/-  net.   Post  free  U.K.  and  Abroad  1/1. 

BANKRUPTCY  ACT,  1914,  AND  THE  DEEDS  OF 
ARRANGEMENT  ACT,  1914,  TOGETHER  WITH  AN 
INDEX     THERETO     AND     A     PREFACE. 

(129  pp.  4to.)  This  volume  contains  the  full  text  of  the  New 
Bankruptcy  Act,  1914,  and  the  Deeds  of  Arrangement  Act,  1914, 
respectively  codifying  the  law  relating  to  these  subjects,  and  a  concise 
but  thoroughly  practical  index  thereto.  For  obvious  reasons,  it  has 
been  deemed  advisable  to  keep  the  indices  to  the  two  Acts  separate. 
The  present  purpose  being  to  marshal  facts  in  a  convenient  form  for 
ready  reference,  no  attempt  has  been  made  here  to  explain  the  effect 
of  the  existing  law,  still  less  to  discuss  its  desirability. 

Price  2/6  net ;  post  free,  U.K.  2  9. 

BANKRUPTCY,  LEXICON  FOR  TRUSTEES  IN. 

(See  Lexicon,  p.  30.) 
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BANKRUPTCY    TRUSTEE'S     ESTATE    BOOK,    THE. 

(2nd  Ed..  84  pp.)  Compiled  bv  L.  R.  Dicksee,  M.Com., 
F.C.A.  This  book  contains  the  whole  of  the  information  likely  to 
be  required  by  Trustees  in  Bankruptcy  in  such  a  form  that  in  con- 
junction with  the  ••Record  Book"  it  provides  a  complete  statement 
of  all  the  facts  relating  to  any  particular  estate,  entirely  doing  away 
with  the  necessity  for  memoranda  and  loose  sheets,  which  are  so 
frequently  lost.         Net  price.  Post  free  U.K.  Abroad. 

Each  4/-  4/4  4/5 

Perdoz.  40/-  40/-  46/- 

BOOKKEEPING  AND  ACCOUNTS. 

(2nd  Ed.,  900  pp..  Crown  8vo.)    By  L.  Cuthbert  Cropper,  F.C.A. 

This  work  covers  the  whole  field  of  practical  Bookkeeping,  Accounting, 
and  Banking.  It  includes  a  very  large  number  of  Test  Questions,  with 
answers  prepared  by  the  Author,  and  many  pages  of  Examination 
Papers  set  by  all  the  important  educational  bodies  examining;  in  this 
subject.  The  book  as  a  whole  is  the  outcome  of  the  Author's  experience 
as  an  Examiner,  Lecturer,  and  Accountant  in  large  practice.  It  fully 
explains  the  New  Assurance  Act,  1910.  The  chapter  dealing  with 
Assurance  Accounts  extends  to  43  pages,  aud  will  be  found  to  convey 
an  accurate  and  lucid  explanation  of  the  system  of  Bookkeeping  employed 
in  Assurance  Offices,  the  way  the  annual  accounts  are  compiled,  and  the 
new  form  in  which  they  must  be  presented.  There  is  also  a  chapter 
dealing  with  Income  Tax;  a  chapter  of  26  pages  on  Bank  Accounts; 
and  one  of  62  pages  dealing  with  the  Form  of  Published  Accounts, 
The  examples  selected  cover  a  wide  field,  including  the  Accounts  of 
Water  and  Gas  Undertakings,  and  to  each  set  of  accounts  explanatory 
and  critical  notes  are  appended.  Special  advice  and  instructions  from 
an  Examiner's  point  of  view  are  given  throughout  the  book.  There  is 
a  most  complete  index,  extending  to  20  pages.  The  style  of  writing  is 
particularly  simple  and  lucid. 

3/6  net.    Post  firee  U.K.  3/1 0 :  Abroad,  4/1. 

BOOKKEEPING,     ELEMENTARY. 

(48  pp.,  8vo.)      By  W.  G.  Day,  Chartered  Accountant. 
Elementary  Text  Book  for  Students. 

1/-  net.     Post  free  U.K.  and  Abroad,  1/2. 

BOOKKEEPING,     ELEMENTS    OF. 

(70  pp.  and  9  diagrams,  Svo.)  By  T.  E.  Streetor.  For  use  in 
Schools.  1/6  net.    Post  free  U.K.  and  Abroad,  1/9. 

BOOKKEEPING     EXERCISES. 

(3rd  Ed.,  96  pp.,  Svo.)  By  L.  R.  Dicksee,  M.Com.,  F.C.A.  This 
book  consists  of  a  series  of  100  Exercises,  with  skeleton  Answers, 
specially  compiled  to  form  a  graduated  and  comprehensive  course  of 
instruction  for  the  Bookkeeping  Examinations  of  the  Institute  of 
Chartered  Accountants.    3/6  net.  Post  free  U.K.  3/9  ;  Abroad,  3/11. 

BOOKKEEPING  FOR  ACCOUNTANT  STUDENTS. 

(7th  Ed.,  260  pp.,  Svo.)  By  Lawrence  R.  Dicksee,  M.Com.t 
F.C.A.  This  work,  first  published  twenty-one  years  ago,  may  be 
regarded  as  the  standard  work  on  the  subject.  It  is  the  first  text-book 
that  every  Accountant  Student  should  read. 

Part  I.— Deals  with  the  theory  of  Double-Entry  Bookkeeping  as 
appli^  to  Non-Commercial  Undertakings,  and  explains  the  difference 
between  the  English  and  Continental  methods. 
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Part  2.— Deals  with  the  Accounts  of  Traders,  and  fully  explains  Con- 
signment Accounts,  Sectional  Balancing,  etc. 

Part  3.— Deals  with  the  Accounts  of  Manufacturers  and  Jomt  Stock 
Companies,  and  explains  the  principles  of  Cost  Accounts,  the  Double- 
Account  System,  and  many  other  matters. 

Price  5/-  net ;  Post  free  U.K.  5/4  ;  Abroad  5/9. 

BOOKKEEPING     FOR     BEGINNERS. 

(45  pp.,  8vo.)  By  G.  W.  Wheeler,  A.K.C.,  Incorporated  Account- 
ant. A  new  text-book  equally  suitable  for  self-instruction  or  for  use  m 
Schools.  The  principles  of  "Double-entry"  are  explained,  with 
Illustrations  and  Exercises,  but  without  the  confusing  effect  of 
subsidiary  books  until  considerable  progress  is  made. 

1/6  net.     Post  free  U.K.  and  Abroad,  1/8. 

BOOKKEEPING     FOR     COMPANY    SECRETARIES. 

(5th  Ed.,  188  pp.,  8vo.)  By  L.  R.  Dicksee,  .M.Com.,  F.C.A. 
The  subject  of  Bookkeeping  in  relation  to  Joint  Stock  undertakings 
is  very  fully  dealt  with.  A  certain  amount  of  preliminary 
knowledge  of  the  Elements  of  Bookkeeping  is  assumed.  The  following 
matters,  amongst  others,  are  fully  dealt  with  :— Accounts  of  Companies 
—Adjustment  Accounts— Accounts  of  Branches— Tabular  Bookkeeping 
—Organisation  of  Accounts— Balancing  Accounts— Applications,  Allot- 
ments. &c.— Reserve  Funds.  Depreciation,  &c.— Profits,  Dividends, 
Income  Tax,  &c.— The  Companies  Acts. 

The  Appendices  comprise  Examination  Questions  and  Answers,  and 
the  Institute  of  Secretaries'  Examination  Papers. 

5/-  net.    Post  free  U.K.  5/4  ;  Abroad,  5/8. 

BOOKKEEPING    FOR     EXECUTORS    AND    TRUSTEES. 

(82  pp.,  8vo.)  By  T.  Whittem  Hawkins,  Chartered  Accountant. 
The  purpose  of  this  handbook  is  to  set  forth  the  simplest  system 
of  Bookkeeping  for  Executors,  Trustees,  and  Administrators,  com- 
patible with  a  clear  and  accurate  presentment  of  their  transactions. 
With  a  complete  set  of  pro  forma  Accounts. 

3/6  net.     Post  free  U.K.  3/9  ;  Abroad,  3/11. 
(For  other  books  on  this  subject  see  under  Executorship  Accounts.) 

BOOKKEEPING     FOR     RETAIL    TRADERS. 

(76  pp..  8vo.)  By  James  Findlay,  Chartered  Accountant.  A  simple 
system  of  Bookkeeping,  illustrated  by  a  complete  set  of  pro  formd 
Accounts.  3/-  net.     Post  free  U.K.  and  Abroad,  3/3. 

BOOKKEEPING  FOR  TECHNICAL  CLASSES  &  SCHOOLS. 

(no  pp.,  Svo.)  By  Geo.  F.  Clarke,  A.S.A.A.  A  Practical  Element- 
ary Treatise  on  Double  Entry  Bookkeeping. 

2/6  net.    Post  free  U.K.  2/9  ;  Abroad,  2/10. 

BOOKKEEPING,    MODERN,    THE    PRINCIPLES    OF. 

(152  pp.  8vo.)  By  W.  R.  Hamilton,  F.C.A.  This  book  does  not 
profess  to  deal  exhaustively  with  the  subject  of  Bookkeeping  as  an 
art,  attention  being  concentrated  on  its  spirit,  rather  than  on  its  form. 
All  systematic  bookkeeping  is  based  on  a  principle,  but  on  one  which 
modern  abbreviations  necessarily  tend  to  obscure.  The  book  is  an 
attempt  to  set  forth  this  principle,  and  to  show  that,  however  obscured 
it  may  be,  yet  it  exists,  and  must  be  thoroughly  grasped  by  anyone  who 
would  become  proficient  in  the  art.  Such  forms  as  are  employed  are 
used  only  to  illustrate  the  text— they  are  not  given  as  dogmatic  instances 
of  how  any  particular  bookkeeping  problem  should  be  solved.    The 

Erinciple  is  explained  and  insisted  upon,  and  it  is  left  to  the  reader,  or 
is    teacher,    to     apply    this   principle    in     any   desired     direction. 
Synopsis :— Part  I— The  principle    of     Double-Entry    as    applied  to 


34     MOORGATE     STREET,     LONDON,     B.C. 


II 


»» 


H''2 


14 


GEE    &    CO/S   CATALOGUE    OF 


ordinary  Bookkeeping.  Introductory — Books  in  everyday  use  briefly 
described  :  Day  Book.  Invoice  Book,  Cash  Book.  Ledger — The  Prin- 
ciple of  the  Journal  Entry — The  Application  of  the  Journal  Entry  to  a 
Series  of  Transactions — Some  Disadvantages  of  the  old  style  of  Double- 
Entry  :  How  it  has  been  Simplified — The  place  of  the  Journal  in 
Modern  Bookkeeping — Some  Special  Possible  Abbreviations— Real  and 
Nominal  Accounts— The  Trial  Balance — The  Balance  Sheet :  Pre- 
liminary Work— The  Balance  Sheet  (continued) :  The  Closing  of 
the  Books — The  Balance  Sheet  {concluded) :  Formal  Accounts, 
Capital  Accounts,  &c.     Part  II :    The  Application  of  the  Principle  in 

Special  Cases — Columnar  Books :   What  Books  constitute  a  Set  ? 

Petty  Cash  Book :  What  Items  go  into  the  Invoice  Book  ? — Branch 
Accounts :  Foreign  Currency — Sectional  Balancing,  Company  and 
Partnership  Bookkeeping,  Departmental  Accounts,  Cost  Accounts, 
Suspense  Accounts,  Stock  Accounts — Conclusion. 

3/6  net.    Post  free  U.K.  3/10  ;  Abroad,  4/- 

BOOKKEEPING,    THE     PRINCIPLES     OF. 

(116  pp..  8vo.)  By  J.  A.  Carlill,  F.C.A.  A  short  treatise  on  the 
subject.  3/6  net.    Post  free  U.K.  3/9  ;  Abroad,  3/10. 

BOOKKEEPING. 

(2nd  Ed..  460  pp.,  8vo).  By  Gerard  van  de  Linde,  F.C.A.  '  Being 
a  reprint  of  the  seven  following  works  by  this  author:— I. — Book- 
keeping, in  four  Parts.  II. — A  Merchant's  Office.  III. — A  Merchant's 
Accounts.  IV.— Company  Work.  V.— Collieries.  VI.— Secretarial. 
VII.— The  Audit  of  Banks  and  Mercantile  Firms,  together  with  a 
Glossary  of  the  principal  Mercantile  Terms  in  general  use.  A 
practical  treatise  of  universal  utility  to  everyone  connected  with  the 
Accounts  of  Banks,  Mercantile  Firms,  Joint  Stock  Companies,  and 
other  important  Financial  Institutions. 

Net  price  (post  free  U.K.)  7/6  ;  Abroad,  8/4. 

BOOT  AND  SHOE  COSTINGS. 

(60  pp.,  8vo.)  By  Lawrance  C.  Headly,  Chartered  Accountant. 
Deals  fully  with  the  Cost  Accounts  of  a  Boot  and  Shoe  Factory 
and  with  the  Periodical,  Manufacturing,  Tiading,  and  Financial 
Statements.  The  first  part  describes  a  simple  and  practical  system  for 
checking  costs  in  detail,  and  ascertaining  the  results  of  manuiacturing, 
the  profits  and  losses  in  connection  with  the  working  up  and  consump- 
tion of  materials  and  in  connection  with  wages — the  items  oi  prime  cost. 
The  second  part  deals  with  Trading,  and  the  expenses  of  carrying  on  the 
business,  and  gives  examples  of  periodical  statements  by  means  of  which 
full  information  on  every  detail  can  be  obtained. 

2/6  net.      Post  free  U.K.  and  Abroad,  2/9 

BRANCH    ACCOUNTS.     {See  Multiple  Shop  Accounts,  p.  33.) 

BREWERS'  AND  BOTTLERS'  ACCOUNTS. 

(Vol.  XLIV  of  "The  Accountants'  Library"  Series,  q.v.)  (200pp., 
8vo.)  By  H.  Lanham,  Chartered  Accountant,  with  a  chapter  oa 
the  Licensing  Act,  1904,  by  W.  C.  Korthcott,  Chartered  Accountant. 
Synopsis: — Purchases,  Goods-in,  Order  and  Stock  Books,  and 
Bought  Ledger— Sales,  Goods-out,  Cellar,  and  Delivery  Books,  and 
Sales  Ledgers— Customers'  Cask  Ledgers  and  Cask  Registers — Bottled 
Beer  Accounts— Cash,  Petty  Cash,  Bills  Receivable,  Bills  Payable,  and 
Wages  Books — Journal  and  Rents  Receivable  Book— Subsidiary  and 
Statistical  Books — Impersonal  and  Private  Ledger  Accounts  and 
Balance  Sheet— Stocktaking— Audit— The  Licensing  Act,  1904,  with  the 
text  of  the  Act.    Net  price  (post  free  U.K.)  10/6  ;  Abroad,  11/2. 
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BRICKMAKERS'  ACCOUNTS.  ^     , 

(Vol.  XXXIV  of  "Thk  Accountants'  Library"  Series,  q.v.)  (100 
pp.,  8vo.)  By  W.  H.  Fox.  A  complete  handbook  on  the  subject. 
Summary  of  Contents :  Introduction — Descriptive  Sketch  of  the 
Industry— Varieties  in  Manufacture  —Two  complete  Sets  of  Accounts, 
including  Balance  Sheets,  Profit  and  Loss  Accounts,  Percentage  of 
Cost,  List  of  Plant,  Stock,  &c.— Set  of  Specimen  Books  of  Account. 
Contract  Notes,  Labour  Sheets,  &c.— Conclusion  and  Index. 

3/6  net.      Post  free  U.K.  3/9  ;  Abroad,  3/11. 

BUILDERS'  ACCOUNTS.  .  ,   ;.  „^ 

(Vol.  Ill  of  "The  Accountants'  Library"  Series,  q.v.)  (3rd  Ed., 
96  pp.,  8vo.)  By  John  A.  Walbank,  Chartered  Accountant. 
This  work  explains  in  a  clear  and  lucid  way  the  methods  of 
keeping  the  books  of  a  Builder  and  Contractor.  It  is  so  arranged  as 
to  meet  the  requirements  of  both  the  large  and  small  builder.  With 
a  minimum  of  clerical  labour,  and  in  a  simple  form,  the  cost  of  each 
job,  &c.,  can  be  readily  ascertained.  The  records  are  so  arranged  as  to 
allow  of  periodical  Balance  Sheets  and  Profit  and  Loss  Accounts  being 
quickly  prepared,  showing  the  cost  of,  and  profit  or  loss  on,  each  contract 
or  speculative  building.     3/6  net.  Post  free  U.K.  3/9  ;  Abroad.  3/10. 

BUILDING  SOCIETIES'  ACCOUNTS. 

(Vol.  XXV  of  ••The  Accountants'  Library"  Series,  q.v.)  (116  pp., 
8vo.)  By  W.  Colin  Grant-Smith,  LL.B.,  Chartered  Accountant. 
For  Permanent  or  Terminating  Building  Societies,  but  more  especially 
adapted  for  Permanent  Societies.  Amongst  the  special  features 
of  this  work  are  included :— Subscription  Shares  Table— Advanced 
Shares  Table  (four  alternate)- Specimen  Clauses  of  all  matter  that 
must  be  inserted  in  the  Rules  of  a  Society— Extracts  from  the 
Building  Societies  Acts  relating  to  Accounts,  Audit,  &c.— Sj^imen 
Forms  of  Pass  Book,  Register  of  Members,  Application  for  Shares, 
&c  &c.— Copies  of  all  Memoranda  and  Forms  (now  in  use)  issued 
from  time  to  time  by  the  Registrar.  The  System  here  recommended  is 
so  concise  that  the  position  of  the  Society  at  any  time  may  be  ascer- 
tained in  a  few  minutes.  This  is  especially  valuable  where  it  is  desired 
to  present  to  the  Board  of  Directors  Monthly.  Fortnightly,  or  even 
Weekly  Statements.    3/6  net.   Post  free  U.K.  3/9  ;   Abroad,  3/1 0. 

BUILDING  SOCIETY  TABLE  &  LOAN  CALCULATIONS. 

(18  pp.,  Svo.)     By  George  Johnson,  F.S.S.,  F.C.I. S.     A  pamphlet. 
^  1/- net.    Post  free  U.K.  and  Abroad.  1/1. 

CHARTERED     ACCOUNTANT      IN     SOME     ADMINIS- 
TRATIVE    CAPACITIES,    THE.  ^    ,. 

(20  pp..  Svo.)  By  Andrew  BInnle,  F.C.A.  C.A.  A  paper  dealing 
mainly  with  the  Chartered  Accountant  as  Receiver  and  Manager  tor 
Debenture-holders.  6d.  net.     Post  free  U.K.  and  Abroad,  6id. 

CHARTERED   ACCOUNTANTS'    CHARGES    AND    THE 

LAW  RELATING  THERETO. 

(3rd  Ed.,  256  pp.,  Svo.)  By  F.  W.  Pixley.  F.C.A.,  Barrister-at-Law. 
The  Author  states  what  his  experience  leads  him  to  consider  are 
the  usual  Charges  amongst  Chartered  Accountants  with  regard  to 
Auditing,  Investigations,  Liquidations,  Receiverships,  Administrations, 
Trusteeships  in  Bankruptcy  and  under  Deeds  of  Assignment,  Trustee- 
ships for  Debenture-holders,  Arbitrations,  together  with  Tables  for 
calculating  Charges  from  one  hour  to  one  hundred  days.  The  Law 
relating  to  the  subject  is  dealt  with,  and  a  number  of  decided  cases 
have  been  added.  Net  price  (post  free  U.K.)  10/6  ;  Abroad,  11/5. 
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CHECK    FIGURES    AND    HOW    TO    USE    THEM. 

{28  folios,  4to.)  By  Alan  H.  Greenup.  An  Indexed  Ready  Reckoner 
giving  check  figures  10  the  bases  of  9,  11  &  17.  Calculated  in  ;^  s  d 
id.  to  ;^io  in  detail.  /lo  to  /40,ooo  on  every  page;  Calculated  in 
Metric  -oi  to  96000-00 ;  Calculated  in  Weights  i  lb,  to  i  cwt.  in  detail, 
I  cwt.  to  I  ton,  I  ton  to  80,000  tons. 

Net  price  (post  free  U.K.)  6/-  ;  Abroad  6/6. 

CHECK    FIGURE    SYSTEMS,    ELEMENTARY 
TREATISE    ON. 

(24  pp.,  Svo.)    By  Q.  H.  Hay.  C.A.     A  pamphlet. 

6d.  net.     Post  free  U.K.  and  Abroad,  7d. 

CHECK    FIGURE    SYSTEMS,    PRINCIPLES    OF. 

(165  pp.,  Svo.)  By  G.  H.  Hay,  C.A.  A  complete  treatise  on  the 
subject  for  Accountants  and  Bookkeepers,  with  numerous  devices  for 
quickly  obtaining  the  Check-figure  of  Pounds,  Shillings,  and  Pence, 
or  Decimal  Coinage  from  five  selected  base  numbers,  and  special  hints 
for  discovering  errors.    Net  price  (post  free  U.K.)  7/6  ;  Abroad,  8/- 

CLUB     ACCOUNTS     AND     THEIR     CONTROL. 

(95  PP-.  8vo.)  By  Harold  Tansley  Witt,  F.C.A.  This  book  will  be 
of  great  value  to  members  of  the  Accountancy  Profession  who  are 
called  upon  to  institute  a  system  of  Club  Accounts,  and  also  to 
Secretaries  of  Clubs  and  their  Committees.  It  is  based  upon 
systems  in  everyday  use,  and  from  which  most  excellent  results  are 
obtained.  The  legal  aspect  has  been  dealt  with  by  Mr.  Percy  M. 
Burton,  of  the  Inner  Temple,  Barrisier-at-Law,  and  in  the  Appendix 
will  be  found  sections  of  the  Licensing  Consolidation  Act,  1910,  and 
the  Finance  (1909-10)  Act,  1910,  affecting  Clubs.  Contents :— Intro- 
duction—General  Principles  ~  Subscriptions  —  Provisions  —  Cellar 
Stocks,  Ac— Miscellaneous  Revenue — Miscellaneous  Expenditure — 
The  Books  of  Account— Golf  Clubs  and  Smaller  Social  Clubs- 
Working  Men's  Clubs— The  Legal  Position  of  Clubs.  Appendix  .—The 
Licensing  (Consolidation)  Act,  1910,  Sections  91-98— The  Finance 
(1909-10)  Act,   1910,  Section  48. 

5/-  net.     Post  free  U.K.  and  Abroad,  5/5. 

COLLIERY    ACCOUNTS. 

(Vol.  LI  of  ''The  Accountants'  Library  "  Series, ^.v.)  (130pp.,  8vo.) 
By  John  Mann,  Junr.,  M.A.,  C.A.,  and  Harold   Q.  Judd,  C.A. 

This  book  is  intended  to  assist  in  the  modernisation  and  improvement 
of  existing  systems  of  Colliery  Accounting  as  well  as  in  the  institution  of 
a  system  from  the  beginning.  The  work  describes  first  the  bookkeeping 
necessary  to  record  the  mining  and  disposal  of  the  coal ;  the  next 
sections  treat  of  Purchases,  Stores,  and  Costs,  with  special  reference  to 
Depreciation  ;  and  a  later  chapter  deals  with  several  matters  which 
are  incidental,  though  not  essential,  to  almost  every  Colliery  business- 
such  as  the  ownership  of  Depdts  and  Washers,  Railway  Wagons  and 
Sidings,  and  Workmen's  Houses.  Special  attention  has  been  directed 
to  the  question  of  Depreciation,  and  to  modern  methods  of  recording 
and  tabulating  Mining  Costs. 

.    5/-  net.    Post  free  U.K.  5/4  ;  Abroad,  5/7. 

COMPANIES    ACT,    1907. 

(40  pp.,  8vo.)  By  F.  W.  Le  Blount  Lean,  F.C.A.  A  Classified 
Abridgment  of  the  principal  provisions  affecting  Directors,  Secretaries, 
and  Auditors.  |/-  net.    Post  free  U.K.  and  Abroad,  1/1. 

COMPANIES      ACTS,     THE    DUTIES     OF    AUDITORS 
UNDER    THE. 

(66  pp.,  Svo.)    A  Series  of  Articles  reprinted  from  Thg  Accountant, 

1/-  net.     Post  free  U.K.  and  Abroad,  1/2. 
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COMPANIES    (CONSOLIDATION)    ACT,    1008,     A 
PRACTICAL    INDEX    TO    THE. 

(60  pp.,  4to.)  By  A.  Binnle,  F.C.A.,  C.A.  This  very  complete 
Index  is  a  Key  to  the  contents  of  the  296  Sections  into  which 
the  1908  Act  is  divided.  The  details  given  as  to  the  Statutory 
Duties  cast  upon  Auditors,  Directors,  Liquidators,  Receivers, 
Secretaries,  and  others ;  the  Penalties  incurred  by  neglect  of  same ; 
the  Rights  of  Creditors  and  Members;  the  Liabilities  of  Contribu- 
tories  ;  the  requirements  as  to  Prospectuses  ;  and  the  many  Returns 
to  be  filed  with  the  Registrar,  illustrate  the  practical  nature  of  the 
contents.  3/6  net.     Post  free  U.K.  and  Abroad,  3/8. 

Also  issued  bound  up  with  a  King's  Printers'  copy  of  the  Act. 

5/-  net.    Post  free  U.K.  5/4  ;   Abroad,  5/7. 

COMPANY     LAW.  ^  r         r^    1       *k 

(76  pp..  8vo.)  By  W.  R.  Willson,  Bamster-at-Law.  Deals  with 
the  Acts  of  1900  and  1907  in  a  systematic  manner. 

1/6  net.    Post  free  U.K.  and  Abroad,  1/8. 


•«•  Hew  Edition  in  the  Press. 


COMPANY    (PRIVATE    LIMITED). 

(See  Promotion  and  Accounts  of  a  Private  Limited  Company, 

P  36.) 

COMPANY     (PUBLIC     LIMITED). 

(See  Promotion  and  Accounts  of  a  Public  Limited  Company, 

p.  36) 

COMPANY    SECRETARIES'    BOOKKEEPING. 

(See  Bookkeeping  for  Company  Secretaries,  p.  13 ) 

COMPANY    SECRETARY,    THE.  ^       ,     , 

(6th  Ed..  468  pp.,  foolscap  folio.)  By  W.  H.  Fox.  Completely 
re- written  and  revised  under  the  Companies  (Consolidation)  Act,  1908. 
This  important  Work  contains  a  full  description  of  the  Duties  of  a 
Company  Secretary,  together  with  an  Appendix  of  350  pages  of  Forms 
and  Precedents  used  from  the  Formation  of  a  Company  to  its 
-  Winding-up.  Each  Form  is  filled  in  as  it  would  be  in  actual  use, 
and  the  result  is  a  compendium  of  valuable  information  that  entitles 
the  book  to  rank  as  the  Standard  Work  on  Company  procedure. 
The  duties  of  the  Company  Secretary  are  fully  explained  m  the 
letterpress  portion,  as  also  the  use  of  the  Forms  in  the  Appendix. 
Every  Form  that  can  possibly  be  required  finds  a  place.  This  Edition 
contains  various  Forms,  &c.,  required  in  the  Winding-up  of  Companies 
and  also  in  connection  with  the  Companies  (Consolidation)  Act,  1908. 

Net  price  (post  free  U.K.)  25/- ;  Abroad,  26/8. 

COMPANY    WINDING-UP    TIME    TABLES. 

(Se$  Bankruptcy  and  Company  Time  Tables,  p.  n.) 

COMPENDIUM,    ACCOUNTANT'S. 

(See  Accountant's  Compendium,  p.  4) 

COMPENSATION    FOR    MAN    AND    MAID. 

(115  pp.,  8vo.)    By  Oscar   M.   Wlhl,  B.A.,  LL.B.     A  full  expla- 
nation    of    the    Workmen's  Compensation    Act,    1906,    with    Tables 
and  special  chapters  on  Industrial  Diseases.  Seamen,  and  Domestic 
Service,  together  with  the  text  of  the  Act  briefly  annotated.         ^    ^ ,  ^ 
'^  2/- net.    PostfreeU.K.  2/3:  Abroad.  2/4. 
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CONTRACT,    CHART    OF    THE    LAW    OF. 

Compiled  by  Robert  W.  Holland,  M.Sc,  LL.B.,  and  R.  C. 
Reynolds,    A.C.I. S-       6d.  net.    Post  free  U.K.  and  Abroad.  7d. 

CO-OPERATIVE    SOCIETIES'    ACCOUNTS. 

(Vol.  VI  of  ••  The  Accountants'  Library  "  Series,  ^.t>.)  (2nd  Ed.,  126 
pp.,  8vo.)  By  F.  H.  Sugden.  Synopsis :— Distributive  Societibs* 
Accounts  —  Shares,  &c.— Small  Savings  (Penny  Bank)  Accounts 
—  Cash  Account — Trade  Account — Productive  Societies'  Accounts 
—Shares,  &c. — Manufacturing  Department  —  The  Audit  —  General 
Considerations— Auditing— Systems  of  Check.  (The  Book,  Eccles, 
Climax,  and  Leakage  Systems  are  succinctly  treated,  the  various 
forms  being  given,  as  far  as  possible,  in  extenso.) 

5/-  net.     Post  free  U.K.  S/3  ;  Abroad,  5/6. 

COST   ACCOUNTING  :    THEORY    AND    PRACTICE. 

(6  in.  by  9  in  ,  358  pp.)     By    J,  Lee  Nicholson,  C.P.A.      The 

author's  main  purpose  has  been  to  provide  for  Accountants  a  reference 
book  dealing  in  a  direct  manner  with  the  practical  parts  of  Cost 
Accounting,  to  present  the  principles  and  methods  of  Cost  Accounting 
in  a  simple  and  direct  manner,  unhampered  by  dissertations,  on 
organisation,  efficiency,  and  the  importance  of  Cost  Accounting 
generally,  to  furnish  the  manufacturer  with  a  work  containing  all  the 
important  practical  points  in  connection  with  Cost  Accounting, 
summarised  and  briefly  explained.  While  omitting  no  cost  details  of 
importance,  it  has  been  the  author's  aim  to  reduce  to  a  minimum,  so 
far  as  language  is  concerned,  the  explanations  and  descriptions 
essential  to  a  clear  presentation  of  the  workings  of  Cost  Accounting. 

Net  price  (post  free  U.K.)  17/6  :    Abroad,  18/-. 

COST    ACCOUNTS. 

(2nd  Ed.,  128  pp.,  8vo.)  By  L.  Whittem  Hawkins,  Chartered  Account- 
ant. An  explanation  of  Principles  and  a  Guide  to  Practice.  Deals  in  a 
general  way  with  the  subject  of  Manufacturers'  Cost  Accounts. 
Summary  of  Contents : — Introduction— Direct  Wages  in  the  Cost 
Accounts — Wages  in  the  General  Accounts— Materials  in  the  Cost 
Accounts— Materials  in  the  General  Accounts — Chargeable  Expenses — 
The  relationship  between  the  Cost  Accounts  and  the  General  Accounts 
— Indirect  Charges  and  Oncost — How  to  Charge  Oncost — Credits  to  Job 
Accounts— Completed  Contracts  and  Sales  in  the  General  Accounts — 
Finished  Stock  in  the  Cost  Accounts — The  relationship  betv/een  the  Cost 
Accounts  and  the  General  Accounts  further  considered — Diagram  illus- 
trating the  Double-entry  Principle  of  the  Cost  Accounts  and  their 
relationship  to  the  corresponding  poitioas  of  the  General  Accounts — 
Closmg  the  Cost  Ledger— Comparing  the  Cost  Accounts  and  the  General 
Accounts — Stores  Accounts — Further  consideration  of  Materials — 
Further  consideration  of  Oncost — Patterns.  Designs,  Moulds,  &c. — 
Some  Special  Features — The  Ccst  Ledger  and  Journal  (some  details) — 
Forms  and  Appendix.       5/-  net.     Post  free  U.K.  5/4  ;  Abroad,  5/7. 

COST    ACCOUNTS    FOR    SMALL     MANUFACTURERS. 

(56  pp..  8vo.)  By  IWI.  Webster  Jenkinson,  Chartered  Accountant. 
A  useful  treatise  containing  numerous  pro  fonnd  Accounts. 

1/-  net.    Post  free  U.K.  and  Abroad,  1/2. 

COST    ACCOUNTS,   WITH    SPECIAL    REFERENCE   TO 

THOSE  OF  AN  ENGINEER  AND  IRONFOUNDER 

(2nd  Ed.,  125  pp.,  8vo.)  By  J.  W.  Best,  F  C.A.  The  title  denotes 
"specialisation,  "rather  than  "  generalisation,"  but  as  similar  principles 
have  to  be  applied  to  all  "  Cost  "  Accounts,  whatever  the  nature  of  the 
business,  the  book  will  be  found  useful  not  only  to  those  associated 
with  Engineering  and  Ironfounding,  but  also  to  Practitioners,  Students, 
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and  all  who  are  interested  in.  or  who  may  be  called  upon  to  design  or 
carry  out  a  system  of  Cost  Accounts  in  connection  with  any  other 
business.  Since  the  ist  Edition  was  written,  Loose-Leaf  Ledgers  and 
Card  Systems  have  proved  to  be  useful  in  certain  cases,  and  a  special 
chapter  has  been  addsd  on  the  Card  System  generally  and  as  applied  to 
Engineering  and  Foundry  Costs.  5/-net.  Post  free  U.K.  6/4;  Abroad  5/7 

COST    ACCOUNTS,    MULTIPLE. 

(Vol  XLII  of  "The  Accountants'  Library "  Series,  j.».)  (104  pp., 
8vo.)  By  H.  Stanley  Garry.  Chartered  Accountant.  This  work 
illustrated  with  numerous  pro  formd  Accounts  and  Charts,  deals 
with  the  special  Cost  Accounts  applicable  to  undertakings  where  a 
number  of  Products  are  involved  bearing  little  or  no  apparent  relation 
to  each  other  in  cost  or  selling  price-such  as  Engineering  speciahbes. 
Cycles.  Hosiery,  Boots,  Furniture,  Agricultural  Implements— in  which 
standardisation  in  parts  is  carried  to  a  high  degree  of  speciahsation  in 
manufacturing.  Synopsis  :  Introductory— Organisation— Manufacturing 
Account  -  Purchases  —  Wages  —  Indirect  Expenses— Stock  —  Depart- 
mental Units— Periodical  Returns— Sale  Units— Factory  Units— Con- 
clusion—Diagrams.  3/6  net.     Post  free  U.K.  3/9  ;  Abroad,  3/10. 

COST    ACCOUNTS,  PROCESS. 

(Vol.  XLIX  of  ••  The  Accountants'  Library  Series,  q.v,)  (170  pp., 
8vo.)  By  H.  Stanley  Garry.  Chartered  Accountant.  The  System 
of  Costing  described  is  applicable  to  Chemical  Industries,  Food 
Products  &c..  in  which  conversion  of  material  takes  place,  and  there 
are  principal  and  by-products,  such  as  Farmers,  Fellmongers,  &c..  ^d 
embodies  an  explanation  and  resume  of  technical  data  which  cannot  fail 
to  be  of  invaluable  service  to  the  Student  of  Process  Accounting. 
Summary  of  Contents  :—Dmston  /.  Technical  and  Process  Data: 
Technical  Data— Raw  Material— Measurement  of  Solids— Liquids — 
Gases— Liquid  Processes— Useful  Tables.  Division  II.  Cost  Grouping 
Division  III.  Economics  of  Cost :  Transportation  of  Material— Standard  of 
Output— Stocks  and  Stocktaking— Steam-Power  and  Coal— Depreciation 
of  Plant  in  Chemical  Industries— Diagrams  and  Charts— Periodical  and 
Statistical  Returns— Index.    5/-  net  Post  free  U.K.  5/4  ;  Abroad,  5/7. 

COST    ACCOUNTS,    SINGLE.  . 

(Vol  XLVII  of  "  The  Accountants'  Library  Series,  q.v.)  (150 
pp.,  8vo.)  By  G.  A.  Mitchell.  Incorporated  Accountant.  This 
volume  deals  with  undertakings  possessing  a  natural  unit  of  cost 
and  measurement,  such  as  Makings,  Breweries,  Collieries,  &c.  The 
work,  written  on  unconventional  and  up-to-date  Imes,  consists  of  Six 
Sections,  and  includes  many  useful  pro  formd  Balance  Sheets,  Manu- 
facturing Accounts  (showing  "  volume  "  of  Output),  Trading  Accounts, 
Cost  Sheets,  Estimates,  &c.  I.  Malting  Accounts  and  Season  s 
Estimates  or  forecast  fully  worked  out  and  reconciled  ;  Stock  Checks, 
&c.— II.  Engineering  Business  with  a  Standardised  Output.— III.  Brew- 
ing Accounts  and  Costings  agreed  with  Consumption  and  Production 
records.  — IV.  Colliery  Working  Accounts  and  Weekly  Cost  Sheets 
adjusted.— V.  Stocktaking ;  Principles  underlying  the  Correct  Sur\'ey 
and  Valuation  of  Stocks.— VI.  Card  and  Loose-leaf  Records  compared 
with  book-recorded  data.  The  systems  outlined,  whilst  retaining 
thoroughness  and  efficiency  in  all  essentials,  are  practical  and  inexpen- 
sive in  their  introduction  and  day-to-day  working.  .  ^       ,      ,_ 

5/-  net.     Post  free  U.K.  5/4  ;  Abroad   5/7. 

COST    ACCOUNTS,    TERMINAL. 

(Vol.  XLVI  of  "The  Acccdntants'  Library'  Series,  q.v.)  (66pp., 
8vo.)  By  A.  G.  NIsbet,  Chartered  Accountant.  This  vokme 
deals  with  a  system  of  Costing  suitable  for  undertakings  where 
definite  Contracts  are  entered  into  in  which  the  Costing  is  definite  and 
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terminating,  such  as  Constructional  Engineers,  Builders,  Contractors, 
Bridge  Builders,  Shipbuilders,  &c.  Synopsis:  Introduction— Proce- 
dure on  Receipt  of  Orders — Method  of  Charging-up  Labour— Shop 
Expenses  and  Establishment  Charges— Cost  Sheets  and  their  relation 
to  the  Manufacturing  Account — The  Premium  System  of  Remuneration 
to  Workmen— Index.       3/6  net.    Post  free  U.K.  3/0;  Abroad.  3/10. 

COST   OF   PRODUCTION. 

(98  pp..  8vo.)  By  John  A.  Wild.  An  Explanation  of  Principles, 
and  a  Guide  to  Practice,  for  the  Printing  and  Allied  Trades,  with 
an  Appendix  of  Thirty-eight  Forms.  Summary  of  Contents: — 
Introduction— The  Basic  Factor  —  Departmentalisation  Essential  — 
Stocks  and  Stocktaking — Ascertaining  Production — The  Analysis  of 
Wages— Consumption  of  Stores — Ascertaining  Departmental  Cost  — 
The  Analysis  of  Expenses — Recovering  Working  Expenses  —  Ascer- 
taining Job  Cost— Management  from  Cost  Records— The  Selling  Price— 
Conclusion— Appendix.  Net  price  (post  free  U.K.)  10/6  ;    Abroad,  11/- 

COSTINGS,    BOOT    AND    SHOE. 

{See  Boot  and  Shoe  Costings,  p.  14.) 

COTTON    SPINNERS'    ACCOUNTS. 

(Vol.  XXXIX  of  "The  Accountants'  Library"  Series,  ^.t;.)  (150 
pp.,  8vo.)  By  Wm.  Moss,  F.C.A.  This  book  describes  a 
complete  system  of  Accounts  for  a  Cotton  Mill.  It  gives  a 
list  of  the  whole  of  the  books,  and  separately  describes  the  use  of  each. 
The  statutory  books  of  a  Limited  Company,  the  principal  and 
subsidiary  books  of  account,  the  books  relating  to  internal  management, 
and  those  relating  to  the  Directors'  supervision,  are  all  dealt  with. 
A  complete  set  of  pro  formd  Accounts  is  given,  fully  written  up, 
with  specimen  entries.      5/-  net.     Post  free  U.K.,  5/4  ;  Abroad.  5/7. 

CURRENCY     (FLUCTUATING),    TREATMENT    OF,    IN 
ACCOUNTS. 

{See  Treatment  of  Fluctuating  Cuprency  in  Accounts,  p.  41.) 

DAIRY    ACCOUNTS. 

(Vol.  XXXIII  of  "The  Accountants'  Library"  Series,  q.v.)  (120 
pp..  8vo.)  By  F.  Rowiand,  A.C.A.  The  Complete  System  of 
Accounting  is  clearly  and  fully  described,  and  facsimiles  of  all 
the  Books  and  Forms  recommended  are  given.  Synopsis : — Intro- 
duction— The  various  Books  of  Accounts — Stock  Books — Order 
Book — Cash  Books — Ledgers,  &c. — The  Accounts  as  applied  to  a 
Firm  with  Retail  Shops  and  Branches,  or  to  a  Limited  Company — 
The  Books  and  Accounts  for  Small  Dairymen  possessing  one  Establish- 
ment only — Statutory  Enactments  relating  to  Dairies— Index. 

3/6  net.    Post  free  U.K.  3/9  ;  Abroad.  3/10. 

DEEDS    OF    ARRANGEMENT. 

(220  pp.,  8vo.)  By  D.  P.  Davies.  F.S.A.A.  A  Practical  Manual 
for  the  use  of  Trustees.  The  fact  that  no  other  book  exists  dealing 
with  Deeds  of  Assignment  from  an  administrative  point  of  view  has 
led  the  Author  to  embody  here  the  results  of  nearly  twenty  years' 
active  insolvency  experience.  Special  attention  has  been  given  to  the 
requirements  of  Trustees,  and  all  points,  l^al  and  otherwise,  likely  to 
arise  in  the  administration  of  an  estate  are  dealt  with.  Where  cases 
•  are  reported  in  The  Accountant  Law  Reports,  special  reference  is  made 
thereto,  for  the  convenience  of  Accountants.  The  following  matters  are 
dealt  with  : — Deeds  of  Arrangement  Generally — The  Contents  of  a  Deed 
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of  Assignment— Deeds  of  Composition— Deeds  of  Inspectorship  and 
Letters  of  Licence— Registration— Assents— The  Trustee— Acts  of 
Bankruptcy— Preferential  Creditors— The  Avoidance  of  Deeds— Private 
Arrangements— The  Realisation  and  Distribution  of  Assets— The 
Administration  of  Partnership  Estates  in  Bankruptcy— Investigations 
and  Meetings  of  Creditors— with  an  Appendix  of  Acts  and  Forms. 

Net  price  (post  free  U.K.)  8/- ;  Abroad.  8/8. 

DEEDS    OF    ARRANGEMENT.  .   .    „    ,      . 

(61  in.  by  4i  in..  11  pp.)  An  Abstract  of  Part  II  of  the  Bankruptcy 
ind  Deeds  of  Arrangement  Act,  1913  By  an  Incoppopated 
Accountant.  9d.  net.    Post  free  U.K.  and  Abroad  lOd. 

DEPRECIATION,  RESERVES,   AND    RESERVE    FUNDS. 

(Vol  XXVI  of  "Thb  Accountants'  Library"  Series,  q.v.)  (3rd  Ed., 
90  pp.,  8vo.)  By  L.  R.  DIcksee,  M.Com.,  F.C.A.  De^s  fully 
with  the  following  matters :— The  Importance  of  Depreciation- 
Methods  of  Providing  for  Depreciation— Depreciation  of  Freeholds- 
Depreciation  of  Leaseholds— Depreciation  of  Plant  and  Machinery- 
Depreciation  of  Loose  Tools.  &c.— Depreciation  of  Patents,  Copy- 
rights, and  Goodwill— Reserves,  Secret  Reserves— Reserve  Funds- 
Sinking  Funds— The  Double-Account  System— Local  Authorities  and 
Depreciation.  It  has  been  carefully  revised,  and  is  the  most  complete 
work  of  its  kind.  3/6  net.    Post  free  U.K.  3/9  ;  Abroad,  3/IO. 

DEPRECIATION     TABLES. 

(2nd  Ed.,  34  pp.,  8vo.)  By  L.  R.  Dicksee,  M.Conn.,  F.C.A.  The 
tables  are  worked  out  (a)  on  the  original  cost,  and  {b)  on  the 
reducing  balances  to  the  close  of  the  25th  year.  The  unit  adopted  has 
been  /i.ooo.  and  the  calculations  are  worked  to  the  nearest  penny  at 
the  following  rates  per  cent,  i,  2,  2J,  3,  5^  6,  yi,  10,  12J,  15,  17^.  20, 
25.  30.  33i»  V-  °c*'    P°s'  ^^  ^•^-  *°^  Abroad,  1/2. 

DIARIES,    ACCOUNTANTS'. 

{See  Accountants'  Diaries,  p.  5-) 

DRAPERS/     DRESSMAKERS,'    AND     MILLINERS' 
ACCOUNTS. 

(Vol    XXXI  of    "The  Accodntants'   Library"  Series,  q.v.)    (2nd 
Ed.,'140  pp.,  8vo.)     By  Q.  H.  Richardson.  Incorporated  Accountant. 
This  important  and  successful  work,  dealing  fully  with  the  dififerent 
methods    applicable    to    Drapery   Accounts,    has    been    thoroughly 
revised  and  partly  re-written  so  as  to  include  the  latest  developments 
in  Counting  House  organisation  ;  it  comprises  a  detailed  description 
of  the  use  of  Cash  Registers,  Pneumatic  Tube  and  Carrier  Systems, 
Slip  Systems,  Itemised  Monthly  Account  System,  Card  and  Loosc- 
Leaf  Ledgers.  Departmental  Accounts,  Workroom  Accounts  including 
Cost  Card  System,  and  last,   but  not  least,  a  valuable  chapter  on 
Statistical   Returns  with    numerous   rulings.      The    book  deals  fully 
with  the  following  matters,  to  each  of  which  a  chapter  is  devoted:— 
General  Principles— The  Acquisition  of  a  Business— Opening  Entries 
—Cash  Sales-Credit  Sales— Returns,  Appro.,  and    Despatch— Sales 
Ledgers— Purchases— Expense  Accounts— Cash  and  pro  formd  Set  of 
Accounts— Postal  or  Mail  Order  Work— Dressmakers, '  &c.,  Workroom 
Accounts— Wholesale  System— Statistical  Returns. 

5/-  net.    Post  free  U.K.  5/4  ;  Abroad,  5/8. 
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EARLY  STAGES  OF  PREPARATION  FOR  THE 
ACCOUNTANCY  PAPERS  OF  THE  INTER- 
MEDIATE    EXAMINATION. 

(loo  pp.,  8vo.)  By  A.  E.  Cutforth,  A.C.A.  The  subjects  dealt 
with  in  this  book  are  those  on  which  questions  have  been  most 
frequently  set  in  past  Examinations.  Each  subject  has  been  explained 
as  clearly  as  possible  by  the  aid  of  the  working  out  of  simple 
Examples.  At  the  end  of  each  chapter  are  given  Questions  which  have 
been  set  in  the  past,  the  Answers  to  which  are  covered  by  the  information 
given  in  the  chapter.  The  following  is  a  summary  of  the  contents  : — 
The  Cash  Book— Self-Balancing  Ledgers — Opening  Entries  of  Joint 
Stock  Companies'  Books— Depreciation— Some  Points  in  Partnership 
Accounts— Executorship  Accounts— Goods  on  Sale  or  Return— Con- 
signment Accounts— Bills  of  Exchange— The  Double-Account  System- 
Statements  of  Affairs  and  Deficiency  Accounts  —  Minimum  Rent 
Accounts— Cost  Accounts— Some  Notes  on  Goodwill— Some  Notes  on 
Stock  in-Trade — The  Companies  Act,  1900,  re  Auditors— Some  Notes 
on  Income-Tax— Forms  of  Books— Hints  on  "Tackling"  Examination 
Papers.  2/6  net.     Post  free  U.K.  and  Abroad,  2/9. 

ELECTRIC    LIGHTING    ACCOUNTS. 

(Vol.  XXIX  of  "The  Accountants'  Library"  Series,^.©.)  (2nd  Ed., 
188  pp.,  8vo.)  By  G.  Johnson,  F.S.S.,  F.C.I. S.  This  work  deals 
fully  with  the  Accounts  of  Electric  Lighting  Companies.  Synopsis  :— 
Introduction — Income  and  Expenditure— Costs  and  Charges— Purchase 
Storage,  and  Record  of  Stores  and  Materials  —  Invoices  —  Inward 
Accounts  Book— Allocation  of  Stores  and  Materials  Issued— Stock- 
taking —  Wages  —  Salaries  —  Other  Books  of  Account  —  Statementa 
for  Directors— Depreciation  and  Renewals— Complete  Set  oi  pro  formd 
Transactions:  Balance  Sheet  for  Opening  Entries;  Journal;  Cash 
Transactions  ;  Ledger  ;  Trial  Balance ;  Revenue  Account ;  Balance 
Sheet  — Auditors'  Certificates  (Company's  and  Board  of  Trade)— 
Accounts  set  out  in  Board  of  Trade  form— Income  Tax— Audit— . 
Power  Supply  Companies— Company  Books— Insurances— Appendix- 
Factory  and  Workshops  Act,  1901— Index. 

Net  price  (post  free  U.K.)  7/6  ;  Abroad,  8/2. 
ENGINEERS'  AND  SHIPBUILDERS'  ACCOUNTS. 

(Vol.  XIV  of  "The  Accountants'  Library"  Series,  q.v.)  (2nd  Ed., 
120  pp.,  8vo.)  By  F.  G.  Burton,  Incorporated  Accountant.  Describes 
the  System  of  Bookkeeping  adapted  for  Engineering  Factories 
and  Shipyards.  Synopsis  : — Introductory  —  The  Special  require- 
ments and  difficulties  of  such  Accounts— Materials  and  Stores- 
Purchases  and  Stores  Received  and  Issued  Books  and  Ledger— Stores 
Credit  Accounts— Salaries  and  Wages- -Wages  Book  for  Day  Wages 
and  Piece  Work— Allocation  of  Wages— Manufactured  Goods  and 
Contracts— Large  Contracts— Fixed  Price  Sales— Machinery  for  Stock 
purposes— Day  and  Warehouse  Books— Credits  to  Customers— Cash 
Book,  Depreciation,  Establishment  Charges,  and  Sundry  Nominal 
Accounts— Ledger,  Trade  Account,  Balance  Sheet,  and  Audit- 
Examples  of  various  Accounts  employed  —  Cost  Accounts  —  Con- 
sideration of  different  Methods  of  keeping  Costs,  and  Examples  of  the 
threefold  form  recommended. 

3/6  net.    Post  free  U.K.  3/9  ;  Abroad,  3/10. 
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^"''^fsfd  Ed'^sapp^^v'^o'l'^Ac'Sn^cise  handbook  dealing  with  the  more n^^^^^ 
Suses  of  differences  in  Trial  Balances  and  the  niethods  of  their 
detection  Summary  of  contents  .—Prelimmary  —  Importance  01 
SuS  to  AccountSits-Systems  for  Localising  Errors-Causes  of 
l^^c  Errors-Frgures  Badly  Placed-Indistinct  Figures-Errors  in 
cWng    Fig^^^^^^^  of    Errors-Complex    Errors-Errors    o 

Ad?Inclment-List  of  First  Series  of  Errors  of  Advancement-List 
^cond  do.-List  third  do.-List  fourth  do.-Errors  of Jransposx^^ion- 
Errors  /loo  and  upwards-Errors  ^i.ooo  and  upwards-Transposi 
tionsof^ Three  FigSres- Conclusion.     (Reprinted  from  articles  that 

have  appeared  in  The  Accountant).  Au,«ori   «/o 

^^  l/-net.    PostfreeU.K.  and  Abroad,  1/2. 

iLeioor  inclusive  The  Questions  are  arranged  according  to 
luSLrUi*  alphabetical  order""  The  Intermediate  Guide  contains  a 
Sof  776  Questions,  and  the  Final  ^uide   1,1^7  Questions 

Intermediate  Guide,  3/6  net.     Post  ^ee  U.K  3/9  .  Abroad,  4. 

Final  Guide,  5/-  net.    Post  free  U.K.  5/4  ;  Abroad,  5/9. 

EXAMINATION     QUESTIONS     AND     ANSWERS 

Ire  cLpiled  with  a  view  to  lasting  reference.  Each  part  contains  the 
^swer^^toth^  Intermediate  and  Final  Examinations.  Back  Pax^ 
Sung  from  December  1884  can  be  obtained.  J^^^y  ^^^  .^^^^  ^i*^ 
SSund  up  in  volumes  of  four  parts  with  index,  under  tbe  U^le  of  The 
.  *1      X  .  iui««..ai'W«7  «  ^    1/6  net.  Post  free  U.K.  or  Abroad,!//. 

Accountants  Manual    W"-)gV6^^epj.^^_  ^^  ^^^^^  ^^^  ^^^  ^^_ 

(The  subscription  includes  two  parts  and  the  index  issued  biennially.) 

EXAMINATIONS,    CHARTERED     ACCOUNTANTS', 

EXAMINATIONS.    PREPARATION    FOR. 

(S«  Early  Stages  of  Ppeparation.  «c.,  p-zz-) 

EXAMINATIONS     THE    MONTH    BEFORE   THE. 

Kve^i^S;  "/oiVt-bU^fi  "of  ?^orp''ortit?- o£  each  subject 
which  are  most  difficult  to  retain  in  the  memory.  Synopsis  - 
Arbitraaons  and  Awards-Bankruptcy-Company  ^f  «-E«^°«°J^^^P 
Law-Mercantile  Law  (including  Agency.  Bailments,  ^°°»^a^^^'  L«°j 
Shipping.  Negotiable  Instruments,  Sale  o{  Goods.  Suretyship  ana 
Guaranteesj-Partnership  I^w^  ^^^     ^^^  ^^^  ^^  ^^^  ^j,^^^_  ,,7 

EXAMINATIONS,  THE    INSTITUTE,    AND    HINTS    TO 
ACCOUNTANCY    EXAMINEES. 

(8^  pp.  Demy  8vo,  limp  cloth.)  By, Roger  N.  Carter.  M.Com^ 
FC  A.  Revised  Reprints  of  Papers  read  by  the  Author  before 
r^rio*;  Chartered  Accountants  Students'  Societies  >«  '9io  and  i?^. 
ir  response    to    numerous     requests,    these    lectures    have    been 
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revi^  and  enlarged  for  general  circulation.  It  Is  hoped  that  they  will 
be  of  assistance  to  examination  candidates  in  reaching  obscure  points 
and  in  investing  their  reading  with  more  interest.  Synopsis :  The 
Institute  Examinations-Introduction— Bookkeeping— Auditing— Part- 
nership-Executorship— Bankruptcy— Deeds  of  Arrangement— Com- 
panies—Receivers— Mercantile  Law— Agency— Bills  of  Exchange- 
Guarantees- Gaming  Contracts— Restraint  of  Trade— Sale  of  Goods- 
General  Contracts— Hints  to  Accountancy  Examinees. 

Price  2/-.    Post  free,  U.K.  and  Abroad.  2/2. 
EXAM.    ROOM    PROBLEMS. 

(30  pp.,  8J  in.  by  4I  in.),  with  suggestions  for  their  solution.  lo 
this  pamphlet  the  following  points  have  been  selected  for  fall  treat- 
ment:— Introduction -Exam.  Room  Equipment— Order  of  Working 
out  Answers— Style  of  Written  Answers  on  Lengthy  Topics— Detailed 
Bookkeeping  Answers— Tackling  a  Trial  Balance— Profit  and  Loss 
Account  Preparation— Balance  Sheet  Preparation— Answers  to  Legal 
Questions— The  ••  Shortness  of  Time"  Complaint— Revision  of  Work. 

1/-  net.    Post  free  U.K.  and  Abroad,  1/1. 

EXECUTORS,    BOOKKEEPING    FOR. 

{See  Bookkeeping  for  Executors,  p.  13.) 

EXECUTORS',    ADMINISTRATORS',    AND    TRUSTEES' 
RECORD. 

167  pp.,  foolscap.)  By  Chas.  Jarvis  Collier,  Chartered  Accountant. 
This  volume,  which  is  strongly  bound  in  half  calf,  is  designed  to 
assist  trustees  to  keep  a  record  of  their  transactions.  For  small  and 
medium-sized  estates  it  provides  all  that  is  necessary  to  enable  a  readily 
intelligible  and  permanent  record  to  be  kept. 

Net  price  (post  free  U.K.)  10/6  ;  Abroad,  11/2 . 

EXECUTORSHIP    ACCOUNTS. 

(3rd  Ed.,  82  pp.,  8vo.)  By  O.  H.  Caldicott,  F.C.A.  Contains  a 
complete  set  of  Trust  Accounts,  with  Explanatory  Text. 

3/6  net.     Post  free  U.K.  and  Abroad.  3/9. 

EXECUTORSHIP    ACCOUNTS,  STUDENTS'  GUIDE   TO 

(2nd  Ed.,  240  pp.,  8vo.)  By  R.  N.  Carter,  M.Com.,  F.C.A.  A  com- 
plete Guide  to  Executorship  Accounts,  with  a  Summary  of  the  principal 
points  of  the  Law  and  numerous  pro  formd  Accounts.  Synopsis : — 
Definition  of  Terms— Summary  of  the  Law  relating  to  Wills, 
Executors,  and  Administrators  (comprising  the  Office  of  an 
Executor,  Probate,  Administrations,  The  Getting  in  and  Distribution 
of  the  Estate.  Legacies.  Realty  and  Personalty,  Apportionment, 
Investments,  The  Rule  in  Howe  v.  Lord  Dartmouth,  Carrying  on  the 
Testator's  Business,  The  Distribution  of  the  Estate  of  an  Intestate, 
Responsibilities  of  Trustees)— Payment  of  Probate  or  Estate  Duty- 
Payment  of  Legacy  or  Succession  Duty— Specimen  Questions  and 
Answers— The  Audit  of  Trust  Accounts— Capital  and  Income,  amplified 
reprint  of  articles  written  for  Ttu  Accountant— Example  of  an  Intestacy 
—Example  of  a  Legacy  in  Trust— Acts  and  Rules— Pro  formd 
Accounts.  Net  price  (post  free  U.K.)  6/-  ;  Abroad,  6/7. 

EXPENSES    BOOK,  FOR   SOLICITORS,  AUCTIONEERS, 
ACCOUNTANTS,  &c. 

(Foolscap  folio,  120  openings.)  (Copyright— Registered  No.  593,821.) 
By  Edward  J.Tubbs,  Chartered  Accountant.  This  book  will  prove 
useful  to  all  professional  men,  whatever  the  size  of  their  practice.  A 
special  feature  of  the  Book  is  the  introduction  of  the  Invoice  Column  ; 
by  this  means  all  the  expenses  of  the  business,  whether  paid  by  cheque 
or  in  cash,  can  not  only  be  readily  classified  in  the  one  book,  but  also  a 
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? roper  check  is  had  upon  all  the  accounts  owing  by  the  business, 
'his  book  is  a  combination  of  the  Expenses  Journal  and  Petty  Cash 
Book,  which,  of  course,  in  the  case  of  a  large  firm  can  be  easily 
separated  if  desired,  but  the  present  book  is  very  useful  for  any 
average-sized  firm. 

Price  8/6  net  post  free  U.K. ;  0/8  post  free  Abroad. 

FACTORY    ACCOUNTS.  ^^    ^ 

(6th  Ed.,  300  pp.,  8vo.)  By  E.  Garcke  and  J.  M.  Fells.  A  Hand- 
Dook  for  Accountants  and  Manufacturers,  with  Appendices  on  the 
Nomenclature  of  Machine  details ;  The  Income  Tax  Acts ;  The  Rating 
of  Factories ;  Fire  and  Boiler  Insurance,  &c.,  including  also  a 
Glossary  of  Terms  and  a  large  number  of  specimen  rulings.  In  view  of 
the  continuous  demand  for  this  work,  the  authors  have  taken  the 
opportunity  presented  by  a  further  edition  of  adding  to  and  re-arranging 
the  chapters  it  previously  contained.  The  changes  that  have  taken 
place  in  methods  of  production,  &c.,  have  rendered  it  desir- 
able to  deal  in  greater  detail  than  hitherto  with  the  apportion- 
ment of  machinery  charges.  Synopsis:— Chapter  i,  Introductory- 
Chapter  2.  Labour— Chapter  3,  Stores— Chapter  4.  Prime  Cost  and 
the  Cost  Ledger — Chapter  5,  Indirect  or  Incidental  Expenses  and 
their  Allocation— Chapter  6,  Fixed  Capital  and  Depreciation- 
Chapter  7,  Machinery  Use— Chapter  8,  Stock— Chapter  9,  Surveys- 
Chapter  10.  Subsidiary  Books— Chapter  11,  Methods  of  Remunerating 
Labour— Appendices— Glossary— Index— Table  of  57  Specimen  Rul- 
ings— Diagram  i.  The  Assimilation  of  Wages  and  Commercial 
Books— Diagram  2.  Assimilation  of  Stores  and  Commercial  Books- 
Diagrams  3  and  4,  The  Assimilation  of  Cost  and  Commercial  Books- 
Diagram  5,  The  Assimilation  of  Stock  and  Commercial  Books. 

6/-  net.    Post  free  U.K.,  6/4  ;  Abroad,  6/11. 

FACTORY  ORGANISATION  AND  COSTS  ACCOUNTS. 

{See  Cost  Accounts,  pp.  18-19-) 

FISHING    INDUSTRY    ACCOUNTS. 

(Vol.  XX  of  "The  Accountants'  Library"  Series,  q.v.)  (80  pp., 
8vo.)  By  Charles  Williamson,  M.A.,  C.A.  This  Volume 
deals  at  length  with  the  Accounts  of  Steam  Fishing  Boats.  Fish 
Salesmen,  Fish  Merchants,  and  Fish  Curers,  and  describes  the 
various  necessary  books.  The  system  advocated  is  illustrated  by  full 
pro  formd  rulings,  and  will  be  found  complete  in  every  way. 

3/6  net.    Post  free  U.K.  3/0  ;  Abroad.  3/10. 

FORMS  OF  ACCOUNT  BOOKS. 

(100  pp.,  8vo.)  By  J.  Q.  Johnston,  C.A.  Synopsis :— Part  I.— 
Forms  of  Books  for  Manufacturing  Businesses.  Part  II. — Forms 
of  Books  for  Retail  Businesses.  Part  III.— Forms  of  Books  for  the 
use  of  Solicitors  and  Law  Agents.  Part  IV.— Forms  of  Books  for 
the  use  of  Stockbrokers.  Part  V. — Forms  of  Housekeeping  Books. 
Part  VI.— Form  of  Investment  Register  and  Calendar  of  Income. 

2/6  net.    Post  free  U.K.  2/9  ;  Abroad,  2/10. 

FRAUD    IN    ACCOUNTS. 

(Vol.  XXX  of  ••  The  Accountants'  Library  "  Series,  q.v.)  (2nd  Ed., 
100  pp.,  Svo.)  Deals  with  the  Methods  of  circumventing  Frauds  on 
the  part  of  both  Employees  and  Directors,  and  shows  how  they 
may  be  detected  at  an  early  date — The  Functions  and  Limitations  of 
an  Audit— Systems  of  Internal  Check— Motives  and  Methods  of  Fraud 
— Specific  Instances  of  Fraud  :  Misappropriations  of  Money — Specific 
Instances  of  Fraud  not  involving  the  Misappropriation  of  Money — 
Specific  Instances  of  Fraud  :  Falsifications  of  Directors  and  Proprietors 
—Appendix.  3/6  net.     Post  free  U.K.  3/9  ;  Abroad.  3/10. 
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FRIENDLY  SOCIETIES'  ACCOUNTS  AND   STATISTICS. 

(48pp.,8vo.)  ByV.  Mapr,  F.F.A.,F.I.A.  A  Pamphlet.  Synopsjs:- 
Classes  of  Friendly  Societies— Regulations  as  to  Accounts— Audits- 
Public  Auditors— Statistical  Tables— Annual  Return— Card  Register- 
Sickness  Aliment— Tabulation  of  Statistics— Funeral  Benefits— Contri- 
butions—Management  Expenses— Investments— Use  of  Cards— Journal 
Entries— Appendix.  1/-  net.     Post  free  U.K.  and  Abroad,  1/1, 

FRIENDLY     SOCIETIES'    AND     TRADES     UNIONS' 

ACCOUNTS. 

(Vol    XXVIII  of    "The   Accountants'    Library"  Series,  g.w.  (160 
pp./svo.)    By  E.   Fumlval    Jones,  A.C.A..  A.S.A.A.     A  concise 
and  practical  system  of  Account-keeping— sufficiently  comprehensive 
for    the  needs  of  a  large  centralised  Association,  and  at  the  same 
time  easily  adjustable  to  the  limited  operations  of  the  smallest  Branch. 
Starting  with  the  method  of  recording  the  receipt  of  Contributions  from 
Members,  the  reader  is  taken  step  by  step  through  the  modes  of  paying 
Benefits  and  dealing  with    Investments,   to    the    completion  of    the 
Quarterly  or  Yearly  Accounts  and  Balance  Sheet,  and  the  Filing  of 
Returns  with  the  Chief  Registrar.     Many  practical  hints  to  the  Auditor 
and  Accountant  are  thrown  out  in  the  course  of  the  work ;  valuable 
suggestions  are  given  for  keeping  proper  Statistical  Records,  and  the 
nature  and  importance  of  the  Actuarial  Valuation  are  touched  upon 
and  explained.      The  following  may  be  noted,   among  other  special 
features  of  the  book  :  Extracts  from  the  Acts  of  Parliament  relative  to 
Accounts  and  Audit ;  Specimen  Forms  of  Account  Books  and  Registers, 
specially  suited  to  the  needs  of  Friendly  Societies ;  Copies  of  Forms 
required  to  be  filed  with  the  Chief  Registrar  of  Friendly  Societies  from 
time  to  time.  5/-  net.     Post  free  U.K.  5/4  ;  Abroad,  5/8^ 

GAS     ACCOUNTS. 

(Vol.  VII  of  "The  Accountants'  Library"  Series,  q.v.)  (2nd 
Ed.,  130  pp.,  8vo.)  This  work  deals  fully  with  the  accounts, 
of  all  classes  of  Gas  undertakings.  Synopsis:  Introduction,  dealing 
with  the  constitution  of  Gas  Companies.  &c.— Sale  of  Gas  and  Collec- 
tion of  Gas  Rates -Fittings  Accounts,  and  Prime  Cost  Accounts- 
incidental  thereto -Sale  of  Residual  Products— General  Ledger  and  full- 
set  of  pro  formd  Accounts  for  one  year— Statutory  Form  of  Annua* 
Accounts— Shares,  Stock,  and  Debentures— Cost  Accounts  with  /re 
formd  Statement-Capital  and  Revenue  Expenditure-Local  Authorities  as 
Ownersof  Gasworks— Index.    5/-  net.  Post  free  U.K.  5/4  ;  Abroad,  5/7. 

GAS     COMPANIES'     BOOKKEEPING. 

(240  pp.,  4to.)  By  J.  H.  Brearley  and  B.  Taylor.  A  practical 
treatise.  A  full  description  is  given,  with  illustrations,  of  all  the 
Books  and  Forms.  The  Frontispiece,  a  concise  Chart,  shows  at  a  glance 
the  linking  together  of  the  respective  books.  A  complete  set  of  transac- 
tions is  worked  out,  and  from  these  a  Model  Balance  Sheet  and 
Statement  of  Accounts  is  compiled. 

•     Net  price  (post  free  U.K.)  12/6  ;  Abroad,  13/8* 

GOODWILL. 

(3rd  Ed.,  176  pp.,  8vo.)  By  L.  R.  Dicksee,  M.Com.,  F.C.A., 
and  F.  Tlllyapd,  M.A.,  Barrister-at-Law.  The  subject  of  Good- 
will, its  treatment  in  Accounts  and  the  Law  relating  thereto,  is 
fully  dealt  with.  Synopsis :— The  Connection  between  Goodwill 
and  Trade  Names  and  Trade  Marks— The  Nature  of  Trade  Names  and 
their  Protection— Trade  Marks  and  their  Protection— The  Nature  of 
Goodwill— The  Assignment  of  Goodwill— Partnership  and  Goodwill— 


Goodwill  and  Accounts— The  Valuation  of  Goodwill— The  Fluctuations 
of  Goodwill— The  Purchase  of  Goodwill— Goodwill  in  Partnership 
Accounts— Goodwill  in  Companies'  Accounts— Text  of  the  Trade  Marks 
Act,  1905 — Common  Form  Clauses  relating  to  Goodwill. 

Net  price  (post  free  U.K.)  5/6  ;  Abroad,  6/-. 

GRAIN,     FLOUR,     HAY,     AND     SEED     MERCHANTS* 
ACCOUNTS. 

(Vol.  X  of  "The  Accodntants'  Library"  Series,  q.v.)  (112  pp., 
8vo.)  By  G.  Johnson,  F.S.S.,  F.C.I. S.  Describes  a  complete 
system  of  Bookkeeping  for  Grain,  Flour,  Hay,  and  Seed  Merchants, 
with  numerous  Forms  and  a  set  of  pro  formd  Accounts,  with 
Specimen  Entries  and  a  Glossary  of  Trade  Terms  and  Abbre- 
viations. 3/6  net.     Post  free  U.K.  3/9  ;  Abroad,  3/10. 

GROCERS'     BOOKKEEPING. 

(48  pp.,  8vo.)  By  M.  Webster  Jenkinson,  Chartered  Accountant. 
A  System  of  Bookkeeping  suitable  for  Grocers  and  other  Retail 
Tradesmen,  with  specimen  Forms  of  Accounts. 

1/-  net.    Post  free  U.K.  and  Abroad,  1/2. 

HIRE  PURCHASE  ACCOUNTS. 

(48  pp.,  8vo.)  By  G.  Johnson,  F.S.S.,  F.C.I.S.  A  short  treatise  on 
the  Bookkeeping,  Accounts,  and  Calculations  relating  to  the  Hire- 
Purchase  Wagon  Trade  and  Colliery  Royalties,  and  Wayleaves. 

1/6  net.    Post  free  U.K.  and  Abroad,  1/8. 

HISTORY   OF   ACCOUNTANTS   AND   ACCOUNTANCY, 
A     SHORT. 

(254  pp.,  8vo.)  By  Arthur  H.  Woolf  M./k.,  Barrister-at-Law. 
The  aim  of  this  book  is  to  present,  in  a  small  compass,  the  History  and 
Development  of  Accountancy  from  the  earliest  times  to  the  present  day. 
In  the  Introduction,  the  Author  regards  and  treats  Accountancy  as  an 
important  chapter  in  the  history  of  civilisation,  and  shows  that  Book- 
keeping and  Accounting  have  followed  the  progress  and  development  of 
the  human  race.  The  book  is  divided  into  four  parts.  The  first  part 
deals  with  the  '•  Development  of  Systems  of  Accounting."  The  writer 
describes  in  detail  the  methods  employed  in  Egypt,  Babylonia,  and 
among  other  ancient  nations,  and  also  the  accounting  of  the  Greeks  and 
Romans.  The  progress  made  in  Accountancy  methods  during  the 
Middle  Ages  is  fully  dealt  with,  and  the  system  in  vogue  at  the  Old 
English  Exchequer  vividly  described.  In  the  second  part  the  writer 
traces  the  history  of  Bookkeeping  from  the  time  of  the  publication  of 
the  first  treatise  on  the  subject  in  1494  down  to  the  nineteenth  century. 
The  third  part  treats  of  the  origin  and  progress  of  Auditing  ;  while  in 
the  last  section  the  evolution  of  the  "  Professional  Accountant"  through 
various  stages  is  carefully  traced.  The  book  concludes  with  a  survey 
of  the  position  of  the  Accountant  at  the  present  day.  Important 
features  of  the  book  are  the  full  Bibliography  of  works  on  Bookkeeping 
(up  to  the  year  1800),  and  the  very  complete  Index. 

Net  Price  (Post  free  U.K  )  7/6  ;  Abroad,  8/4. 

HOTEL    ACCOUNTS. 

(Vol.  XXXVII  of  "The  Accountants*  Library  "  Series, ^.v.)  (2nd  Ed. 
80  pp.,  8vo.)  By  L.  R.  Dicksee,  M.Com.,  F.C.A.  A  complete 
system  of  Bookkeeping  for  Hotels  of  all  sizes  is  described.  Synopsis : 
Introduction— Preliminary  Records— Ofiice— Nominal  Ledger— Cellar 
and  Bar— General  Ledger— Kitchen  and  Stores— Internal  Check  and 
Audit— The  "Simplex  System  "—Railway  Hotels  and  Restaurants. 
There  are  27  Forms,  including  forms  of  Interim  Trading  Account  and 
Daily  Cost  Sheet.  3/6  net.     Post  free  U  K.  3/9  ;  Abroad,  3/10. 
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INCOME    TAX. 

(40  pp.,  8vo.)  By  Waiter  Lunt,  Chartered  Accountant.  Reprint  of 
a  valuable  lecture  read  before  the  Manchester  Chartered  Accountants 
Students'  Society  in  December  191 4. 

1/-  net.     Post  free  U.K  and  Abroad,  1/1. 

INCOME-TAX,    Return    for    Assessment,   Schedules 
D  &  E. 

(Foolscap.)  Reprints  of  the  Ofl&cial  Forms.  The  Forms  are  printed 
on  good  quality  account  book  paper,  and  will  be  of  use  to  Accountants 
and  others,  enabling  them  to  keep  complete  copies  of  Returns  made. 
In  ordering,  state  whether  Schedule  D  or  E  is  required. 

Per  Copy,  3d.  net.     Post  free  U.K.  and  abroad,  3id. 

Per  dozen,  2/-  net.     Post  free  U.K.  and  abroad.  2/3. 

INCOME-TAX    PRACTICE,    MURRAY   AND    CARTER'S 
GUIDE    TO. 

(6th  Ed.,  590  pp.,  8vo.)  By  the  late  A.  Murray  and  R.  N.  Carter, 
Chartered  Accountants.  This  standard  work  contains  a  Summary 
of  the  principal  Enactments  relating  to  Income-Tax,  with  notes 
of  every  reported  case  ;  Instructions  as  to  the  preparation  of  Returns 
for  Assessment  and  Accounts  in  support  of  Appeals  on  the  ground 
of  over-assessment ;  also  for  claiming  Exemption  and  Abatement ; 
and  a  Concise  Popular  Digest  ol  the  Principal  Legal  Decisions  on 
the  Construction  of  the  Acts  for  the  use  of  Taxpayers.  Synopsis : 
Table  of  Cases— Table  of  Statutes— History  of  the  Income-Tax  and 
Epitome  of  the  principal  Acts  relating  thereto — The  Schedules  under 
which  Income-Tax  is  Charged  —  Schedules  A,  B,  C,  and  E 
—Schedule  D  (Persons  and  Property  Chargeable— Returns  for 
Assessment— Appeals)— Rate  of  Reduction  of  Tax  on  Payment  of 
Dividends,  &c. — Exemptions  and  Abatements  (General -Charities 
and  Public  Buildings— Relief  to  "  Earned  "  Incomes)— Conclusion 
—Index.  Net  price  (post  free  U.K.)  15/- ;  Abroad,  16/- 

INCOME    TAX,   THE    PRACTICE    AND    LAW    OF. 

(430  pp.,  8vo.)    By  Wm   Sanders.    This  work  will  be  of  the  utmost 

assistance  to  Practitioners  in  solving  the  many  problems  and  intricacies 

of   Income  Tax  Practice.     Much   of  the  Income  Tax  law  is  grossly 

inequitable,  and  while  the  practice  is  not  altogether  removed  from  that 

undesirable  element  of  injustice,  it  is  much  more  liberal  than  the  law, 

and  remedies  many  of  the  inconsistencies  of  the  latter.    The  important 

point  is  emphasised    that    concessions    of    practice    and    beneficient 

provisions  of  the  law  will  not,  in  general,  be  extended  to  the  taxpayer 

unless  a  payment  is  first  made,  and  the  result  is  that  overpaynaent  is 

prevalent.    The  discretionary  powers  of  the   District  Commissioners 

are  very  wide,  and  many  technical  hardships  can  be  avoided  if  the  full 

extent  of  the  Commissioners'  powers  is  brought  into  operation.     The 

treatment  in  this  work   of  the  many  legal  decisions  on   which  the 

interpretation  of  the  Income  Tax  law  depends  has  kept  in  view  the 

desirability  of  giving  the  outstanding  principles  in  the  actual  words  of  the 

judicial  authorities,  whose  dicta  are  invaluable  in  prosecuting  appeals. 

The  most  vital  and  most  controversial  characteristic  of  the  Income  Tax 

is  that  of  deductible  allowances,  and,  in  order  to  facilitate  reference 

thereto,  the  treatment  of  these  deductions  has,  in  Chapter  III,  been 

kept  in  alphabetical  order.  ^   ..,« 

Published  price  (post  free  U.K.)  10/6  net ;  Abroad,  11/6. 


GEE    &    CO.    (PUBLISHERS)    LTD., 


INCOME-TAX,   SIMPLEX    GUIDE    TO. 

(2nd  Ed.,  90  pp.,  8vo.)  By  R.  N.  Carter,  M.Com.,  F.C.A.  A  Hand- 
book for  business  men.  Synopsis :  Taxation  at  the  Source — The 
Schedules  under  which  Income-Tax  is  Charged — What  are  Profits  for 
Income-Tax  Purposes — Cash  Accounts  and  Profit  and  Loss  Accounts — 
The  Application  of  the  Principle  of  Taxation  at  the  Source — Preparing 
the  Return— Change  in  a  Business  and  the  "Succession  "  Rule — The 
General  and  Special  Commissioners — Exemptions  and  Abatements — 
Claims  for  Repayment  where  the  Income  is  derived  from  Investments 
— Claims  for  Repayment  in  respect  of  a  Loss — New  Businesses  and 
Businesses  Discontinued — Relief  to  "  Earned  "  Incomes. 

2/6  net.     Post  free  U.K.  and  Abroad,  2/0. 

INSTITUTE  OF  CHARTERED   ACCOUNTANTS 

EXAMINATION  QUESTIONS  AND  ANSWERS. 

(See  Examination  Questions  and  Answers,  p.  23.) 

INSTITUTE    OF     CHARTERED     ACCOUNTANTS— LIST 
OF    MEMBERS. 

(Issued  yearly.)  2/-  net.    Post  free  U.K.  2/5  ;  Abroad,  2/10. 

INSURANCE    AGENTS'     ACCOUNTS. 

(45  pp.  8vo.)  By  A.  H.  Maclean,  Chartered  Accountant.  Every 
Insurance  Agent  should  possess  a  copy  of  this  work.  It  is  indispensable 
to  the  Agent  who  wants  to  keep  a  grip  of  his  business.  The  book  is 
divided  into  Two  Parts — the  First  Part  dealing  with  the  recording  of 
policies,  etc.  ;  the  Second  Part  dealing  with  the  recording  of  monetary 
transactions.  The  whole  system  is  quite  simple  and  can  easily  be 
grasped  and  put  into  operation  even  by  those  having  but  little  know- 
ledge of  bookkeeping.  The  number  of  books  and  the  entries  in  them 
have  been  kept  down  to  the  smallest  possible  limits.  The  system  is 
peculiarly  suitable  for  solicitors,  accountants,  estate  agents,  etc.,  as  it 
can  be  adopted  irrespective  of  the  method  of  bookkeeping  used  for  the 
other  branches  of  the  business,  and  will  record  many  or  few  transactions 
equally  well.  The  simplicity  of  the  method  renders  information  easy 
of  access  to  anybody,  even  though  they  are  unacquainted  with  the 
whole  system. — Particularly  useful  in  an  Expanding  Business. 

2/6  net.     Post  free  U.K.  and  Abroad,  2/9. 

INSURANCE    COMPANIES'    ACCOUNTS. 

(Vol.  XXXVI  of  "The  Accountants'  Library"  Series,  q.v.) 
(200  pp.,  8vo.)  By  E.  A.  Tyler,  Incorporated  Accountant. 
This  work  is  the  only  book  dealing  exclusively  with  the  subject  of  the 
Accounts  of  Insurance  Companies  as  a  whole.  It  discusses  exhaustively 
the  general  principles  underlying  insurance  accounts  of  every  description, 
and  treats  in  considerable  detail  of  such  important  divisions  of  the 
business  as :  Life,  Sickness,  Fire,  Accident,  Burglary  and  Plate  Glass, 
Employers'  Liability.  It  shows  amongst  other  things  the  proper 
treatment  of  Half-yearly  and  Quarterly  Premiums,  and  outlines  more 
than  one  system  of  dealing  effectively  with  the  many  complications 
arising  in  connection  with  the  payment  of  Overriding  Commission. 
The  general  plan  of  the  work  is  easy  to  follow  ;  the  arrangement  of 
detail  is  particularly  clear ;  and  a  very  large  number  of  forms,  with 
specimen  entries  and  a  full  index,  make  the  volume  by  far  the  most 
complete  work  of  reference  obtainable  on  the  subject  of  which  it 
treats.  Net  price  (post  free  U.K.)  10/6  ;   Abroad,  11/2. 

INTEREST    TABLE. 

(2  pp.,  foolscap.)  By  C.  Roberts.  A  Table  for  calculating  interest 
on  current  accounts.  Its  especial  usefulness  lies  in  the  fact  that  it  is  all 
contained  in  a  single  opening,  and  that  much  turning  over  of  pages  will 
be  saved  by  its  users.     Mounted  on  stiff  cloth  boards,  or  on  linen. 

2/-  net.     Post  free  U.K.  and  Abroad  2/2 i  (boards) ;  2/1  (linen). 
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INVESTOR'S  REGISTER, THE  ACCOUNTANT  PRIVATE. 

(52  pp.,  foolscap  folio.)  This  Register  has  been  designed  to  meet  the 
requirements  of  those  desirous  of  keeping  a  systematic  record  of  their 
Investments,  which,  while  adequate,  will  not  make  undue  demands 
upon  their  time,  and  will,  moreover,  fit  in  with  any  system  of  accounting 
that  they  may  desire  to  employ  in  connection  with  their  private  affairs 
generally.  The  Register  is  designed  to  deal  with  as  many  as  164 
separate  Investments  over  a  period  of  four  years ;  or  it  may  be  used 
equally  well  for  82  Investments  over  eight  years.  Each  opening  of  the 
Register  represents  all  necessary  records  with  regard  to  the  Investments 
therein  comprised  for  one  year,  e.g.  Date  Bought,  Price,  Total  Cost, 
Market  Price  at  the  commencement  and  at  the  end  of  the  year,  the 
dividends,  or  interest,  received  during  the  year,  Date  Sold.  Price,  Net 
Proceeds.  (Four  columns  are  provided,  as  some  dividends  are  paid 
quarterly.)  Other  sections  of  the  Register  may  be  used  for,  e.g.  the 
copying  in  of  fortnightly  accounts  relating  to  speculative  dealings,  and 
a  summary  of  the  profits  or  losses  resulting  from  the  sale  of  securities. 
The  last  section  of  the  Register  comprises  the  Annual  Statements, 
showing  the  appreciation  or  depreciation  of  Investments  still  held  at 
the  end  of  the  year,  the  general  result,  distinguishing  between  dividends 
and  interest  received,  the  realised  profits  or  losses  on  Investments  sold, 
and  the  unrealised  profits  or  losses  due  to  appreciation  or  depreciation 
of  Investments  during  the  current  year. 

5/-  net.    Post  free  U.K.  and  Abroad.  5/4. 

INVESTMENT    AND     LOAN    SOCIETIES'    ACCOUNTS. 

(108  pp.,  8vo.)  By  D.  J.  A.  Brown  and  E.  Thomas.  Indicates 
clearly  the  guiding  principles  relating  to  the  Formation  and 
Management  and  to  the  Compilation  and  Audit  of  the  Accounts. 
Contains  chapters  on  the  Objects  and  the  Formation  and  Management 
of  a  Society,  Income  and  Expenditure,  the  Books  of  Account,  the 
Branch  Accounts,  the  Secretarial  and  Statistical  Books,  the  Audit 
Rules,  and  a  fully  worked  set  of  Accounts. 

5/-  net.    Post  free  U.K.  and  Abroad,  5/6. 

JEWELLERS'    ACCOUNTS. 

(Vol.  XXIIl  of  " The  AccooNTANTs'  Library"  Series,  q.v.)  (180 
pp.,  8vo.)  By  Allen  Edwards,  F.C.A.  Describing  a  complete 
System  of  Bookkeeping  for  Manufacturing,  Retail,  and  Wholesale 
Jewellers,  Diamond  Merchants,  Silversmiths,  Electro  Platers, 
Gilders,  Watch  Manufacturers,  &c.  A  leading  feature  of  the  work 
is  the  showing  how  Gold,  Silver,  and  Precious  Stones  can  be 
checked  and  accounted  for,  in  the  various  processes  of  manufacture, 
together  with  systems  for  checking  Stocks.  The  prevention  of  Fraud, 
Embezzlement,  and  other  avoidable  loss  is  dealt  with,  and  chapters 
upon  Crossed  Cheques,  the  giving  of  Credit,  the  Renewals  of  Customers' 
Bills,  Bad  Debts,  Appro.,  Income  Tax,  and  the  Conversion  of  Private 
Businesses  into  Limited  Companies,  are  also  included.  In  addition, 
the  ordinary  books  usually  kept  in  a  Trader's  OfiSce  are  clearly  and 
concisely  explained,  the  whole  book  being  illustrated  by  upwards  of 
fifty  Forms,  specially  drawn  up  for  the  work. 

5/-  net.    Post  free  U.K.  5/4 :  Abroad,  5/8. 

JOINT  TRANSACTIONS  OF  THE  UNION  OF 
CHARTERED  ACCOUNTANT  STUDENTS' 
SOCIETIES. 

{See  Union,  &c.,  p.  42.) 
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LAUNDRY    ACCOUNTS. 

fVol.  XXXVIII  of  "The  Accountants'  Library"  Series,  q»v.) 
(124  pp.,  8vo.)  By  F.  J.  Livesey,  F.C.A.  A  complete  System 
of  Bookkeeping  for  Laundries.     Summary  of  Contents :  Introduction 

—  Subsidiary  Books  —  Shorts  —  Hotel  Work  —  Receiving  Shops  — 
Nominal  and  Private  Ledgers — Weekly  Return — Branch  Accounts. 
There  are  fifty-one  Forms,  including  Profit  and  Loss  Account  and 
Balance  Sheets,  and  Weekly  Return  Sheet. 

3/6  net.    Post  free  U.K.  3/0  ;  Abroad,  3/10. 

LEGAL    TERMS,    SOME. 

(50  pp.,  7"  X  4I".)  By  A  Barrister.  Introductory  Lectures  on 
Law   for  Accountant  Students.     Synopsis: — ••Law"  and   "Equity" 

—  *•  Common      Law "     and      ••  Statute      Law,"      *•  Codes "      and 
"Codification"— "Property  "   and  "  Possession  "—"  Privity  of  Con- 
tract "   and    "Privity    of    Estate"— "Tort,"    "Crime,"    "Felony," 
•'  Misdemeanour,"  "  Action,"  "  Prosecution  " — "  The  Courts  of  Law  ' 
—The  Criminal  Courts— The  Civil  Courts. 

1/-  net.     Post  free  U.K.  and  Abroad.  1/1. 

LEXICON    FOR    TRUSTEES    IN    BANKRUPTCY,    &c. 

(422  pp.,  8vo.)  By  S.  S.  Dawson,  M.Com.,  F.C.A.  A 
Lexicon  for  the  use  of  Trustees  in  Bankruptcy  and  under  Deeds 
of  Arrangement,  and  Liquidators  of  Companies.  This  work 
forms  a  ready  and  reliable  book  of  reference  for  practitioners.  The 
numerous  Statutes  and  the  Schedules  thereto,  the  accumulation  of 
Rules.  Board  of  Trade  Regulations,  Orders,  Directions,  and  the  count- 
less Decisions  of  the  Courts  have  necessarily  formed  the  basis  of  the 
work,  and  these  varied  sources  are  referred  to  throughout  the  text. 

3/6  net.     Post  free  U.K.  3/9  ;  Abroad,  4/- 

LIMITED    PARTNERSHIPS    ACT,    1907. 

(70  pp.,  8vo.)  By  D.  P.  Davies,  F.S.A.A.  Deals  fully  with 
the  Limited  Partnerships  Act,  1907;  some  Continental  and  other 
Provisions  relating  to  Limited  Partnerships;  the  Relation  between 
the  Partnership  Act,  1890,  and  the  Limited  Partnerships  Act, 
1907.  It  contains  the  Rules,  Forms,  full  text  of  the  Limited  Partner- 
ships Act,  1907,  and  of  the  Partnership  Act,  1890,  with  an  Index. 

1/6  net.     Post  free  U.K.  and  Abroad,  1/7*. 

LIQUIDATORS. 

{See  Trustees,  Liquidators,  and  Receivers,  p.  42.) 

LOCAL    AUTHORITIES'    ACCOUNTS,    ORGANISATION 
AND    AUDIT    OF. 

(488  pp.,  8vo.)  By  A.  Collins,  A.S.A.A.  The  only  complete 
treatise  on  this  important  subject,  incorporating  the  recommendations 
of  the  Departmental  Committee  on  Municipal  Accounts  ;  an 
exposition  of  up-to-date  methods  of  financial  control,  collated 
from  the  most  efficient  systems  in  use  in  the  leading  local 
authorities  of  the  Kingdom  ;  the  whole  of  the  present  day 
systems  of  Audit  reviewed,  analysed,  and  compared.  Summary 
of  Contents: — Review  of  Local  Authorities'  Accounts  and  their  Audit 
— Extent  of  Local  Authorities'  Operations— Local  Authorities'  Powers, 
Duties,  and  Obligations— The  Position  of  the  Chief  Financial  Officer— 
The  Accounting  Systems  in  vogue — The  Internal  Check  in  vogue — 
Special  Considerations  in :  {a)  County  Council  Accounts  ;  (6)  County 
Borough  Council  Accounts;  {c)  Non-County  Borough  Council 
Accounts ;  {d)  Metropolitan  Borough  Council  Accounts ;  (e)  Urban 
District    Council  Accounts.    &c.— Accounts    Audited    by    the    Local 
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Government  Board — Statutory  Regulations — The  Board's  Control  of 
Accounts  and  Audit — The  Audit  by  the  District  Auditor — The  Elective 
Audit — Minor  Audit  Provisions — The  Professional  Audit  of  Local 
Authorities'  Accounts — Preparation  for  Audit — The  Cash  Transactions 
— ^The  Revenue  Transactions — The  Capital  Transactions — The  Arith- 
metical Accuracy  of  the  Books — Questions  of  Principle  involved  in  the 
Financial  Statements  —  Compliance  with  Statutory  Regulations — 
Miscellaneous  Considerations  arising  out  of  Audit — Auditors'  Certifi- 
cate and  Report  —  Appendix  —  Standardised  Forms  of  Published 
Accounts— Index.         Net  price  (post  free  U.K.)  12/6  ;  Abroad,  13/6. 

LOCAL  AUTHORITIES'   ACCOUNTS,   THE   DIAGRAM- 
MATIC    PRESENTMENT    OF. 

(60  pp.  and  19  diagrams,  4to.)  By  Sidney  E.  Allen,  A.8.A.A. 
By  the  use  of  diagrams  the  author  presents  the  principal  financial  and 
statistical  facts  of  one  of  our  largest  cities  in  a  clear,  concise,  and 
intelligible  form.  In  less  than  20  diagraips  he  gives  the  "condensed 
essence  "  of  over  200  pages  of  published  accounts,  and  much  additional 
information.  The  practical  value  of  the  novel  idea  at  once  appeals  to 
the  reader.  He  sees  that  the  diagrams  show  at  a  glance  what  only  a 
laborious  examination  of  figures  would  otherwise  give  him.  The  book, 
being  written  in  a  popular  style,  is  easy  and  pleasant  to  read.  Summary 
of  Contents: — Preface;  I — Rates;  II— Assets  and  Debts;  III — Local 
"National"  Expenditure;  IV — Trading  Undertakings:  (i)  Waterworks, 
(2)  Tramways,  (3)  Electric  Supply,  (4)  Markets,  (5)  Trading  under- 
takings compared  with  each  other ;  V — Education  ;  VI — General 
Statistics:  (i) Police,  (2)  Fire  Brigade,  (3)  Streets  and  Sewers,  (4)  Street 
Lighting.  (5)  Parks  and  Recreation  Grounds,  (6)  Population,  Births  and 
Deaths,  (7)  Salaries  and  Wi^es ;  VII — Conclusion  ;  List  of  Diagrams  ; 
Index.  Net  price  (post  free  U.K.)  7/6  ;  Abroad,  8/2. 

MANUAL,    ACCOUNTANTS'. 

{See  Accountants'   Manual,  p.  6.) 

MEDICAL    PRACTITIONERS'    ACCOUNTS. 

(Vol.  XVIII  of  "The  Accountants'  Library"  Series,  q.v.)  (83 
pp.,  8vo.)  By  J.  H.  May,  A.S.A.A.  The  system  of  Book- 
keeping described  in  this  volume  is  designed  to  combine  sim- 
plicity with  economy  of  labour,  yet  enabling  the  medical  man  to 
summarise  his  total  income  and  expenditure  on  any  balancing  date, 
and  therefrom  to  have  regular  Profit  and  Loss  Accounts  and  Balance 
Sheets  prepared.  Full  pro  formd  Accounts  in  illustration  of  the  forms 
of  Account  Books  are  given  in  each  case.  Chapters  are  subsequently 
devoted  to  subjects  which  accountants  find  it  necessary,  at  one  time  or 
another,  to  apply  themselves — such  as  '♦  Medical  Men's  Income  Tax," 
"  The  Assessment  of  Practice  Values,"  "  Notes  on  the  Collection  of 
Debts  Outstanding."  &c. 

3/6  net.     Post  free  U.K.  3/9  ;  Abroad,  3/10. 

METRIC    SYSTEM,    THE. 

(40  pp.,  Svo.)     By  The  Rev.  Q.  T.  P.Streeter,  B.A.    A  Pamphlet. 

1/-  net.     Post  free  U.K.  and  Abroad.  1/1. 

MINERAL    WATER     MANUFACTURERS'    ACCOUNTS. 

(Vol.  VIII  of  "The  Accountants'  Library"  Series,  q.v.)  (75  pp., 
Svo.)      By   J.   Lund,    A.S.A.A.   and   Q.   H.   Richardson,   F.S.8. 

The  system  of  Bookkeeping  described  can  be  safely  taken  as  a  model 
upon  which  a  set  of  Books  and  Accounts  should  be  constructed.  The 
work  describes  and  explains  the  following :    Purchases  Day  Book — 
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Purchases  Ledger— Sales  Book— Sales  Ledger— Cartmen's  Delivery 
Book — Cash  Sales  Book— Bottles  and  Boxes — General  Cash  Book — 
Petty  Cash  Book— Nominal  Ledger — Wages— Commission — Private 
Ledger— Balance  Sheet — Trading  Account — Bottle  Exchange— Stock 
Book — Mineral  Water  Associations  and  their  Ofl&cers.  Numerous 
pro  formd  Accounts  with  specimen  entries  are  given. 

3/6  net.     Post  free  U.K.  3/9  ;    Abroad,  3/1 0. 

MINES    ACCOUNTING    AND     MANAGEMENT. 

(100  pp.,  8vo.)  By  Lawrence  R.  Dicksee,  M.Com.,  F.C.A.  This 
work  is  primarily  intended  for  the  use  of  Students  of  Mining  Engineering, 
and  aims  at  giving  them  such  an  insight  into  the  principles  and  practice 
of  Mine  Accounting  as  every  Mine  Manager  ought  to  possess.  It  will, 
however,  be  found  of  the  utmost  value  to  Accountant  Students  and 
Practitioners  in  search  of  information  as  to  the  systems  of  Accounting, 
Internal  Check,  and  Costing  ordinarily  to  be  found  in  use  at  mines,  both 
in  the  Colonies  and  Abroad. 

By  the  kind  permission  of  The  Council  of  the  Institution  of  Mining 
and  Metallurgy,  the  Author  is  enabled  to  reproduce,  as  an  Appendix  to 
this  work,  a  most  interesting  report  of  a  special  Sub-Committee  of  that 
body  on  Mine  Accounts  and  Cost  Sheets. 

Net  price  (post  free  U.K.)  5/4  ;   Abroad,  5/6. 

MINING    ACCOUNTS,    COAL. 

{See  Colliery  Accounts,  p.  16.) 

MINING     COMPANIES'     ACCOUNTS. 

{See  Australian  Mining  Companies'  Accounts  (p.  10)  and 
West  African  Gold  Mining  Accounts  (p.  44.) 

MONEY  MARKET,  AN  OUTLINE  OF  THE. 

(56  pp.  8vo.)  By  E.  E.  Spicer,  F.C.A.  This  book  deals  with 
the  growth  of  the  Money  Market  from  the  earliest  times,  and 
shows  fully  and  clearly  the  working  of  the  complex  machine  which 
our  present  civilisation  has  evolved.  Banking,  the  Bank  of  England, 
the  Bank  Rate,  the  Foreign  Exchange,  and  the  vital  question  of  the 
Gold  Reserves,  are  dealt  with  in  a  lucid  and  interesting  manner. 

2/-  net.    Post  free  U.K.  and  Abroad,  2/2 . 

MOTOR  CAB  COMPANY,  THE  ACCOUNTS  OF  A 

(46  pp.,  8vo.)  Reprinted  from  The  Accountant.  This  work  describes 
in  detail  a  system  of  accounting  of  the  most  up-to-date  description 
suitable  for  a  Motor  Cab  Company  of  ordinary  dimensions.  Special 
attention  is  directed  to  the  practical  aspects  of  the  matter,  e.g..  Stores 
Records,  Trial  Performances,  Drivers'  Records,  Working  Costs,  and  the 
like ;  while  the  application  to  these  purposes  of  the  Card  System  gives 
a  wider  interest  to  the  book.  The  system  described,  which  has  been 
found  to  work  smoothly  in  actual  practice,  can  easily  be  adapted  to 
suit  the  requirements  of  all  garages  where  motor  cars  are  let  out  on  hire. 

2/-  net.     Post  free  U.K.  and  Abroad,  2/1^. 

MULTIPLE    COST    ACCOUNTS. 

{See  Cost  Accounts,  p.  19.) 

MULTIPLE    SHOP    ACCOUNTS. 

(Vol.  XXiy  of  "The  Accountants*  Library"  Series,  q.v.)  (120 
pp.,  Svo.)  By  J.  Hazelip,  F.C.I.S.  A  work  describing  the  best 
method  of  keeping  the  Accounts  of  Multiple  Shop  Companies 
having  a  number  of  branches,  and  dealing  in  Boots  and  Shoes, 
Bread.    Butter,    Clothing,    Drapery,    Drugs,    Fancy    Articles,    Fish, 
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Game  and  Poultry,  Furniture,  Hats  and  Caps,  Hosiery,  Jewellery. 
Meat,  Milk,  Provisions,  Tea,  Tobacco.  The  reader  is  guided 
through  the  different  departments  of  a  theoretical  business  step  by 
step  till  the  final  results  of  the  year's  trading  are  ascertained.  The 
chapters  on  Organisation,  Stockkeeping,  and  Stocktaking  are  of  great 
practical  value,  and  the  following  matters  are  also  dealt  with,  viz.  : — 
Contracts  and  Agreements ;  Leases ;  Assessment  of  Rates ;  Appeals 
against  Assessments;  Fire  and  Plate  Glass  Insurance;  Fidelity 
Guarantees;  Income  Tax  Returns;  Credit  Accounts;  Collection  of 
Bad  Accounts ;  Banking,  &c.  Summary  of  Contents  : — Organisation 
— Shops :  their  Functions  and  Methods  of  Receiving  Supplies — Central 
Warehouse :  Purchase  of  Goods  and  Distribution  to  Branches — Head 
Office :  How  the  Accounts  are  gathered  together  and  finally  dealt  with 
— Stockkeeping  and  Stocktaking :  Adjustment  and  Reconciliation — 
Capital  and  Revenue  Expenditure  :  Renewals  and  Repairs — Organisa- 
tion into  Districts,  Differences  in  Books  and  Accounts  explained— 
Hints  on  Matters  of  Importance. 

3/6  net.    Post  free  U.K.  3/10 ;  Abroad.  3/11. 

MUNICIPAL     ACCOUNTS. 

(Vol.  XXI  of  ••  The  Accountants*  Library"  Series,  ^.v.)  (and  Ed.> 
230  pp.,  8vo.)  By  John  Allcock,  F.S.A.A.  This  work  is  based 
on  the  methods  adopted  by  some  of  the  leading  Municipalities 
in  England.  The  entire  system  of  Bookkeeping  and  Checking  of 
Municipal  Accounts  is  dealt  with,  and  facsimiles  of  all  Books  and  Forms 
recommended  are  given.  Synopsis :  Introduction — Ordering  Goods 
and  Preliminary  Measures  relating  to  Accounts— Checking  Accounts — 
Presentation  of  Accounts — Schedule  of  Cheques,  &c. — Income  and 
Expenditure  Ledger— Cost  Accounts— Estimate  and  Expenditure — 
Rates — Electricity  Accounts— Corporation  Stock— Registration  of  Stock 
— Private  Improvement  Works  Accounts  —  Exchequer  Contribution 
Account— Town  Hall  Lettings— Police  Pension  Fund  Account — 
Education  Accounts — Petty  Cash,  &c.  &c.— Insurance  of  Workmen — 
Audit.  Net  price  (post  free  U.K.)  10/6  ;  Abroad,  11/2. 

MUNICIPAL    ACCOUNTS. 

{See  also  Local  Authorities'  Accounts  (p.  31),  The  Diagrammatic 
Presentment  of  Locai  Authorities'  Accounts  (p.  32),  and  Urban 
District  Councils'  Accounts  (p.  43). 

MUNICIPAL     FINANCE. 

(44  pp.,  8vo.)  By  R.  F.  Miller,  F.C.A.  A  pamphlet  dealing  with 
some  aspects  of  Municipal  Finance  and  Accounts  from  the  standpoint 
of  a  Professional  Auditor.      6d.  net.     Post  free  U.K.  and  Abroad,  7d. 

MUNICIPAL     FINANCE     FOR     STUDENTS. 

(70  pp.,  8vo.)  A  short  work,  written  by  an  eminent  Municipal 
Accountant,  on  the  most  important  features  in  Local  Government 
Finance  for  Students.  2/6  net.     Post  free  U.K.  and  Abroad,  2/0. 

MUNICIPAL     INTERNAL    AUDIT,    A. 

(2nd  Ed.,  170  pp.,  8vo.)  By  A.  Collins,  F.S.A.A.  Not  only  is  the 
Audit  of  the  Collection  of  Rates  and  other  peculiarly  Municipal 
Revenues  lucidly  set  out  in  this  work,  but  the  trade  undertakings 
(such  as  Gas  Works,  Electricity  Works,  Waterworks,  Tramways, 
Markets,  &c.)  receive  special  attention.  In  this  Edition  further  sug- 
gestions are  made  for  the  organisation  of  defence  against  fraud,  and 
for  the  improvement  in  the  machinery  and  systeni  by  which  revenue  is 
most  efficiently  to  be  collected  and  controlled.*  The  opinions  of 
practising  Accountants  have  indicated  that  the  methods  of  audit 
advocat^  in  this  work  are  most  useful  and  generally  practical. 

4/-  net.     Post  free  U.K.  4/3  ;  Abroad,  4/6. 
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MUNICIPAL    RATING. 

(no  pp.,  8vo.)  By  A.  James  Pearce,  A.C.A.  A  complete 
practical  guide  for  Municipal  Rating,  showing,  step  by  step,  the 
duties  which  are  necessary  for  the  collection  of  Rates.  The  Com- 
parative Charts,  the  specially  compiled  Returns  from  other  Boroughs, 
the  Assessment  Tables,  and,  in  particular,  many  of  the  Forms  which 
are  included  in  the  book,  have  never  appeared  before  in  any  similar 
work,  and  have  all  been  tested  in  actual  practice. 

5/-  net.    Post  free  U.K.  5/4  ;  Abroad,  5/7. 

NEWSPAPER    ACCOUNTS. 

(238  pp.,  8vo.)      By    B.   J.    Norton,    F.C.A.,   and   Q.  T.  Feasey, 

A.C.A.  Synopsis:  Introductory — Books  relating  to  Sales — Booksrelating 
to  Advertisements — Books  relating  to  Contributions — Books  relating 
to  Purchases  and  Expenses — Books  relating  to  Cash — Private  Books 
— Departmental  Checks  upon  the  Bookkeeping — Adaptation  of  the 
System  to  Papers  of  Small  Circulation — Adaptation  of  the  System 
to  Evening  Papers — Adaptation  of  the  System  to  Weekly  Papers — 
Specimen  set  of  Books  containing  Entries  representing  Transactions 
for  one  half-year — Special  Rulings  of  Books  for  Papers  of  Small 
Circulation — Special  Rulings  of  Books  for  Evening  Papers — Special 
Rulings  of  Books  for  Weekly  Papers — Index. 

Net  price  (post  free  U.K.)  10/-  ;  Abroad,  10/8. 

PARTNERSHIP    ACCOUNTS. 

(176  pp.  8vo.)  By  S.  S.  Dawson,  M.Com.,  F.C.A.,  and  R.  C. 
de  Zouche,  A.C.A.  The  aim  of  the  authors  has  been  to  expound 
the  principles  underlying  Partnership  Accounts  in  accordance  with  the 
provisions  of  the  Partnership  Act,  1890,  and  the  various  legal  decisions 
of  the  Courts.  Summary  of  Contents :  The  Partnership  Agreement — 
The  Accounts — The  Balance  Sheet — The  Profit  and  Loss  Account — 
Treatment  of  Goodwill  in  Partnership  Accounts — Accounts  upon  a 
Dissolution,  I,  II,  &.  Ill — Income  Tax— Accounts  of  Limited  Partner- 
ships— Index.  Net  price  (post  free  U.K.)  7/6  ;  Abroad,  8/2. 

PAWNBROKERS'    ACCOUNTS. 

(Vol.  XIII  of  "The  Accountants'  Library"  Series,  q.v.)  (90  pp., 
8vo.)  By  Fi*ed  Thornton  and  J.  Henry  May,  A.S.A.A.  This  work 
embodies  a  complete  System  of  Accounts  for  this  peculiar  and  (to 
the  outsider)  complicated  trade.  The  system  has  been  perfected  by 
many  years  of  experience  in  Pawnbroking  circles,  and  is  placed 
before  Accountants  as  the  best,  not  only  by  reason  of  its  meeting 
the  recognised  requirements  of  modern  accountancy,  but  above  all 
because  it  is  already  in  operation  in  a  large  number  of  Single-shop 
Pawnbroking  Establishments,  as  well  as  in  the  OfiBces  of  up-to-date 
Companies  with  Branches. 

3/6  net.     Post  free  U.K.  3/9;  Abroad,  3/10. 

PERSONAL    AND     DOMESTIC      ACCOUNTS. 

(56  pp.,  8vo.)  By  J.  Q.  P.  Ibotson,  A.C.A.  A  useful  hand- 
book, showing  how  to  keep  Personal  Accounts  on  a  proper 
footing.  Synopsis  : — Introductory — Records  of  Payment — Records  of 
Receipt — The  Cash  Book — Classification — The  Ledger — Receipts  and 
Payments  Account  and  Balance  Sheet — Income  and  Expenditure 
Account — Capital  Accounts — Comparative  Statements  —  Vouchers — 
Income  Tax — Trust  Accounts — Appendix — Trustee  Investments. 

1/-  net.     Post  free  U.K.  and  Abroad,  1/2. 

POCKET    DIARY    AND     REFERENCE    BOOK,    THE 

ACCOUNTANT'S. 

{See  p.  5.) 
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POLYTECHNIC    ACCOUNTS. 

(Vol.  XI  of  "The  Accountants'  Library"  Series,  q.v.)  (86  pp., 
8vo.)  By  H.  Caidep  Marshall,  F.C.A.  A  complete  set  of  Book- 
keeping and  Accounts  for  Polytechnic  Institutions.  Synopsis:  Intro- 
ductory— System  of  Finance — List  of  Books — Organisation  of  Staflf 
— Chief  Books  of  Account — Departmental  Books — Subsidiary  Statistical 
Books  —  The  Final  Accounts  —  Capital  Accounts  —  Establishment 
Charges — Resolutions  passed  at  Conference  of  Polytechnic  Auditors 
— Grants — Audit — Appendix . 

3/6  net.    Post  free  U.K.  3/9 ;  Abroad.  3/10. 

PRINTERS'    ACCOUNTS. 

(Vol.  XVII  of  ••The  Accountants'  Library"  Series,  q.v.)  (80  pp., 
8vo.)  By  H.  Lakin-Smlth,  Chartered  Accountant.  A  thoroughly 
reliable  handbook  on  Bookkeeping  for  Printers.  Summary  of  Contents : 
Introduction — Estimating  Purchases — Cash  Books — Wages — Sales — 
Cost  Accounts — Private  Ledger,  &c.— Balance  Sheet— Depreciation — 
Departmental  Accounts — Index. 

3/6  net.     Post  free  U.K.  3/0;  Abroad,  3/10. 
*♦*  New  Edition  In  the  Press. 

PRINTERS'     COST    SYSTEMS   (designed  by  the  Costing  Com- 
mittee of  the  Federation  ot  Master  Printers). 

If  you  are  looking  into  Printers'  Costing  methods  you  will  find  the 
following  books  very  helpful.  They  give  simple,  scientific,  and 
inexpensive  methods  of  cost-finding  and  bookkeeping,  the  systems 
being  fully  illustrated  with  forms  suitable  for  large  and  small  offices. 

THE  FEDERATION  PRINTERS'  COST-FINDINQ   SYSTEM  (revised 
and  enlarged  edition).  5/-  net.     Post  free  U.K.  and  Abroad,  5/3. 

THE     FEDERATION     LITHOGRAPHERS'     COST    SYSTEM     (with 
Forms  applicable  to  large  and  small  works) . 

2/6  net.     Post  free  U.K.  and  Abroad,  2/8. 

THE     FEDERATION     ACCOUNTANCY     SYSTEM     (with     Specimen 
Rulings  and  specially  written  Explanatory  Notes) . 

2/6  net.    Post  free  U.K.  and  Abroad,  2/8. 

The  above  three  books  bound  in  cloth,  7/6  net,  post  free  U.K  ;  Abroad  8/-. 

PROCESS    COST    ACCOUNTS. 

(See  Cost  Accounts,  p.  19.) 

PROFESSIONAL    ACCOUNTANTS. 

(128  pp.,  8vo.)  By  B.  Worthlngton.  An  Historical  Sketch. 
This  book  gives  an  historical  survey  of  the  Profession  in  this 
country  from  its  early  inception  to  the  present  time.  It  embraces, 
amongst  other  chapters,  one  entitled  •'  An  Accountant's  Report,  about 
1721."  which  is  reprinted  in  full  in  an  appendix,  and  which  should 
prove  of  undoubted  interest  to  all  Accountants.  Other  subjects  dealt 
with  are  :  The  Early  Progress  of  the  Profession  ;  The  Railway  Mania 
and  its  sequel ;  Auditors,  past  and  present ;  &c.  &c.  Throughout  the 
book  there  is  much  didactic  information  bearing  on  the  subject  of 
Accountancy  in  a  lucid  manner. 

2/6  net.     Post  free  U.K.  2/0  ;  Abroad,  2/10. 

PROMOTION     AND     ACCOUNTS    OF    A     PRIVATE 

LIMITED     COMPANY,    THE. 

(88  pp.  8vo.)  By  M.  Webster  Jenkln«on,  F.C.A.  A  Paper 
read  before  the  members  of  various  Chartered  Accountants  Students' 
Societies  in  January  191 1.  Revised  and  Reprinted  with  an  Index. 
Synopsis:    Advantages  and   Disadvantages  on    the   Conversion  of   a 
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Business  into  a  Private  Limited  Company— Definition  of  "Private 
Company  "—Procedure— Memorandum  of  Association— Articles  of 
Association— Copies  of  Memorandum  and  Articles— Sale  Agreement- 
Fees  Payable  upon  Incorporation— Incorporation  of  the  Company- 
Preliminary  Expenses— First  Directors'  Meeting— Statistical  Books  to 
be  kept  and  Returns  to  be  made  to  the  Registrar— Allotment  of  Shares 
—Statutory  General  Meeting— Statutory  Requirements— Penalties  for 
Non-compliance  with  Statutory  Requirements— Entries  in  Financial 
Books— Adjustments  in  Vendor's  Accounts— Profits  prior  to  Incorpora- 
tion—Share Capital  Accounts  -  Forfeiture  of  Shares— Debentures- 
Final  Accounts  and  Audit— Income  Tax— Conclusion. 

Boards,  2/-  net.    Post  free  U.K.  and  Abroad,  2/3. 

Cloth,      2/6  ..  „  ..      2/9:       „     2/10. 

PROMOTION     AND     ACCOUNTS     OF    A     PUBLIC 

LIMITED    COMPANY. 

(184  pp..  8vo.)  By  M.  Webster  Jenkinson,  F.C.A.  A  Revised 
and  Enlarged  Reprint  of  a  Lecture  read  before  various  Students 
Societies  in  1912.  Synopsis:  Procedure— Constitution  and  Memo- 
randum of  Association— Name— Registered  Office— Objects— Alteration 
of  Memorandum  of  Association— Articles  of  Association— Inspection  of 
Memorandum  and  Articles— Capital  and  Shares— Application  and 
Allotment  of  Shares— Share  Certificates— Transfer  of  Shares— Deben- 
tures—Registration— Use  of  Name— Underwriting— Promoter  and 
Prospectus— Advertising— Payment  of  Interest  out  of  Capital— Directors 
—Purchase  Price— Preliminary  Expenses— The  Prelin\inary  Contract- 
Commencement  of  Business— Profits  prior  to  Incorporation— Meetings 
and  Proceedings— Statutory  General  Meetings— Extraordinary  General 
Meetings— Other  Meetings  and  Votes— Statutory  Requirements- 
Penalties  for  Non-compliance  with  Statutory  Requirements— Books  to 
be  Kept— Register  of  Members— Register  of  Mortgages— Annual  List 
and  Summary   Book— Share  Capital  Accounts— Final  Accounts  and 

Audit — Conclusion.  ,    .,• 

Cloth  bound.     5/   net.    Post  free  U.K.,  5/4  ;  Abroad,  5/7. 

PUBLISHERS'    ACCOUNTS. 

(128  pp.,  8vo.)  By  C.  E.  Allen.  A  complete  system  of  Accounts 
for  Publishers,  illustrated  with  numerous  pro  formd  Accounts,  and 
a  fully  worked  example  of  typical  transactions  Synopsis :— Nature 
of  the  Business— Method  and  Organisation  of  the  Book  Trade— Books— 
Routine— Nature  of  the  Ledger  Accounts— Stocktaking— Balancmg— 
Analysisof  Subsidiary  Books— Worked  Example  of  Typical  Transac- 
tions-Copyright—Definition of  Literary  Property— Peculiarities  of  its 
Nature— As  a  Monopoly— Circumstances  which  affect  the  Value  ot 
Copyright— Duration  and  Term- Copyright  Act— Magazine  Accounts, 
involving  the  Treatment  of  Printing  Plant.  Wages  of  Compositors, 
&c.— Outline  Forms  of  Agreement  between  Author  and  Publisher- 
Electros,  Stereos,  List  of  Assets.  TTT,    «>,*^      AU       A    ^14^. 

2/6  net.     Post  Free  U.K.  2/9  ;  Abroad,  2/10. 

QUARRY   AND    STONE   MERCHANTS'   ACCOUNTS. 

(Vol  XXVII  of  ••The  Accountants*  Library"  Series,  ^. v.)  (112 
pp  *8vo.)  By  J.  G.  P.  Ibotson.  Chartered  Accountant.  A  coniplete 
System  of  Accounts  for  Quarry  Owners  and  Managers  and  Stone 
Merchants.  Synopsis :— Introductory- Quarry  Department— Works 
Department  —  Transport  —  Sales  Department  —  Financial  —  Annual 
Accounts— Audit— Branch  Accounts— Plant  Accounts.  &c.— Granite 
Sett, Slate,  and  Marble  Quarries— Appendices— Index. 

:*  3/6  net.     PostfreeU.K.  3/9;  Abroad,  3/10. 
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RAILWAY    ACCOUNTS,    A    DIGEST    OF. 

(92  pp.,  8vo.)  By  A.  C.  Anderson,  Chartered  Accountant.  This 
work  sets  out  briefly  and  concisely  the  sources  from  which  the 
figures  appearing  in  the  published  accounts  of  a  Railway  Company 
are  compiled.  Synopsis  :— Traffic  Dbpartment  :  Coaching^Goods— 
Minerals.  Expenditure:  Stores  Department— Works  and  Ways 
Department— Locomotive,  Carriage,  and  Wagon  Department.  Traffic 
Secretary's  Department  :  General  Secretarial  Duties— Accountancy 
m  the  Secretary's  Office.  Accountant's  Department  :  Audit  Offices 
(Coaching— Goods  and  Minerals— Mileage  and  Demurrage  Returns- 
Government  Duty  on  Passenger  Traffic)— Station  Ledger  Office— Book- 
keepers' Office— List  of  Accounts — Appendix.  The  Audit  of  Railway 
Companies  :  General  Remarks  on  the  Professional  Audit— Forms  of 
Account  prescribed  by  the  Regulation  of  Railways  Act,  1868— Index. 

3/6  net.    Post  free  U.K.  3/0  ;  Abroad,  3/10. 
RATING,    MUNICIPAL. 

{See  Municipal  Rating,  p.  35.) 

RECEIVER     AND    MANAGER    IN    POSSESSION,    THE. 

(52  pp..  Svo.)  By  A.  Binnie,  F.C.A.,  C.A.  This  work  describes 
the  methods  by  which  the  Receiver  and  Manager  carries  out  the 
practical  duties  devolving  upon  him  after  his  appointment,  deals 
with  many  of  the  difficulties  which  confront  him,  and  contains 
useful  Forms  and  directions  relating  to  the  Preparation  and  Vouching 
of  the  Receiver  and  Manager's  Accounts.  Carrying  out  of  'Contracts, 
Management  of  Routine  Work.  Preferential  Claims,  Borrowing,  Reali- 
sation of  Property,  and  Personal  Liabilities  incurred  by  Receivers  and 
Managers,  are  among  the  points  dealt  with  in  the  book,  which  should 
be  of  practical  interest  to  the  Student  of  Accountancy,  and  may,  for 
purposes  of  reference,  appeal  to  many  practitioners.  Synopsis: 
Appointment — Preliminaries  to  Appointment  by  the  Court — Power  to 
Borrow  immediately  for  certain  purposes— Acts  after  Appointment  and  * 
on  taking  Possession— Management  and  Routine  Work— Preferential 
Claims— Income  Tax  —  Liquidation  —  Removing  Property — Disputed 
Property— Realisation— Conditions  of  Sale— Delivery  to  Purchaser- 
Auctioneers'  and  Valuers'  Charges— Transfer  of  Debentures— Transfer 
of  Shares— Paying  Money  into  Court— The  Receiver's  Account- 
Discharge.  2/6  net.    Post  free  U.K.  2/8  ;  Abroad,  2/0. 

RECEIVER    AND     MANAGER     FOR     DEBENTURE 
HOLDERS. 

[See  Ctiaptered  Accountant  in  some  Administrative  Capacities 

P-  15) 

RECEIVERS,    LAW    OF. 

{See  Law  of  Trustees,  Liquidators,  and  Receivers,  p.  42.) 

RESERVES    AND    RESERVE    FUNDS. 

{See  Depreciation.  Reserves  and  Reserve  Funds,  p.  21.) 

RUBBER    COMPANIES'    ACCOUNTS. 

(72  pp.,  8vo.)  By  R.  S.  Stewart,  Chartered  Accountant,  and  F.  C. 
Ebbels,  Rubber  Estate  Manager.  Up  to  the  present  time  no  similar 
book  has  yet  been  published  on  this  subject,  and  the  forms  and 
explanations  will  be  of  considerable  assistance  to  the  Managers' 
Agents,  and  ofl&cials  of  those  younger  Companies  which  have  not  yet 
reached  the  stage  of  full  production.  6/-  net,  Post  free  U.K.  5/3, 
Abroad,  5/0. 

SHIPBUILDERS'    ACCOUNTS. 

{See  Engineers'  and  Shipbuilders'  Accounts,  p.  22.)"* 

GEE    &    CO.    (PUBLISHERS)    LTD., 


SHIPPING    ACCOUNTS. 

(Vol.  XL  of  "The  Accountants*  Library"  Series,  q.v.)  (100  pp., 
8vo  i  By  R.  R.  Daiy,  Chartered  Accountant.  This  important  work 
deais  fully  and  explicitly  with  the  Accounts  of  Shipping  Companies. 
The  text  is  amply  explained  by  the  many  Forms  of  Account  which 
are  included.  It  deals  with  the  following  branches :— The  Accounts 
of  a  Sailing  Ship -The  Accounts  of  a  Single-Ship  Company— The 
Accounts  of  a  Company  owning  several  Vessels— The  Accounts  of 
a  Line  of  Steamers— Passenger  Office  Accounts.  ,   ^..^ 

3/6  net.    Post  free  U.K.  3/9  ;  Abroad,  3/10. 

SHOPKEEPERS'    ACCOUNTS. 

(2nd  Ed..  50  pp..  8vo.)  By  S.  B.  Quin.  F.C.A.  A  System  for 
a  Grocery,  Provision,  or  General  Store,  which  can  be  adapted  to 
the  Accounts  of  a  Shopkeeper  engaged  in  any  business.  Synopsis : 
Introduction  —  Sales  Ledger  — Sales  Ledger  Analysis  Book— Cash 
Book  —  Cash  Book.  Alternative  Form  —  Invoice  Book— General 
Ledger— Specimen  Accounts— General  Remarks  and  Conclusion- 
Forms  :  Balance  Sheet— Sales  Ledger— Sales  Ledger  Analysis  Book- 
Cash  Book— Cash  Book,  Alternative  Form— Invoice  Book  —  General 
Ledger— together  with  Specimen  Accounts  and  Entries. 

2/6  net.    Post  free  U.K.  2/9  ;  Abroad,  2/10. 

SINGLE    COST    ACCOUNTS. 

{See  Cost  Accounts,  p-  19) 

SOLICITORS'    ACCOUNTS. 

(Vol.  XII  of  '•  The  Accountants'  Library  "  Series  q.v.).  (2nd  Ed.. 
92  pp..  Svo.)  By  L.  R.  Dicksee,  iVI.Com.,  F.C.A.  Designed 
to  meet  the  requirements  of  either  large  or  small  practices,  the 
system  of  Accounts  advocated  is  clearly  described,  and  numerous 
alternative  methods,  suitable  under  various  circumstances,  are  lully 
dealt  with.  The  work  consists  of  Six  Chapters,  and  contains  a  fully 
worked  out  set  of  pro  formd  Transactions  illustrating  the  correct  method 
of  keeping  each  book  described.  Among  other  important  matters  tne 
following  are  duly  considered  :— The  Separation  of  Clients  Moneys. 
County  Court  Business.  Agency  Business.  Draft  Bills  of  Costs,  &c. 
Every  effort  has  been  made  to  formulate  a  system  combining  Simplicity 
with  Completeness  and  Practical  Efficiency.  ,   «,,^ 

3/6  net.     Post  free  U.K.  3/9  ;  Abroad.  3/10, 

STOCKBROKERS'    ACCOUNTS. 

(Vol  IX  of  "The  Accountants'  Library  "  Series,  ^.v.)  (2nd  Ed.. 
•  no  pp..  Svo.)  By  W.  D.  Callaway,  Chartered  Accountant.  The 
unique  system  of  Dealing  and  Accounting  that  obtains  on  the  London 
Stock  Exchange  is  fully  explained  in  this  book.  Synopsis  :—(i)  The 
method  of  dealing;  (2)  The  Settlement  of  Bargains ;  (3)  Minor  and 
Subjective  Difficulties,  Calls  and  Dividends.  Rights.  Options,  Put  and 
Call,  Giver  and  Taker,  Arbitrage.  Settlement.  Department  or  Clearing 
House;  (4)  Description  of  Books  necessary  for  .»  1°?^®'^'  J5{ 
Description  of  Books  necessary  for  a  Broker;  (6)  Trial  Balance ;  (7) 
Specimen  Accounts ;  (8)  The  Audit ;  (9)  Fraud  in  Stockbrokers 
Accounts.  A  Glossary  0/  Stock  Exchange  Words  and  Phrases  and  a 
comprehensive  Index  follow,  the  whole  being  supplemented  by  an 
Appendix  divided  as  follows:  (a)  Share  Calculation  Table;  (6)  Stamp 
Duties ;  (c)  Illustration  ot  a  Make-up ;  {d)  Commission  usually 
Charged  by  Brokers;  {e)  Stock  Exchange  Rules  relating  to  Official 
Quotations.  3/6  net.     Post  free  U.K.  3/9  ;  Abroad,  3/10. 
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STOCK    EXCHANGE:    PAST    AND    PRESENT,    THE 

(125  pp.,  8vo.)  By  Arthur  H.  Woolf,  M.A.  (Lond.)  Barrister-at-Law. 
This  little  book  presents  a  short  and  succinct  account  of  the  rise  and 
development  of  the  London  Stock  Exchange  from  the  earliest  times 
to  the  present  day.  A  full  description  is  given  of  the  course  of 
business,  as  well  as  of  the  present  constitution  and  management  of  the 
London  Exchange.  Chapters  are  added  on  the  Continental  Stock 
Exchanges  and  Wall  Street. 

2/6  net.    Post  free  U.K.  and  Abroad.  2/0. 

STUDENTS'    GUIDE    TO    ACCOUNTANCY. 

(2nd  Ed.,  no  pp ,  8vo.)  By  L.  R.  Dicksee,  M.Com.,  F.C.A. 
This  work  affords  reliable  information  for  those  who  contemplate 
entering  the  Accountancy  Profession,  and  will  be  found  of  value 
to  all  Articled  Clerks  in  helping  them  "  to  acquire  the  necessary 
knowledge  to  enable  them  to  pass  their  examinations.  Synopsis: — 
A  Sketch  of  the  Accountancy  Profession— On  being  Articled  — 
The  Preliminary  Examination— The  First  Half  of  Articles— The 
Intermediate  Examination— The  Last  Half  of  Articles— The  Final 
Examination  —  Afterwards  —  Appendix  A:  Pro  formd  Articles- 
Appendix  B :  Instructions  to  Candidates— Appendix  C  :  Hints  on 
Preparation  for  the  Examinations. 

2/6  net.     Post  free  U.K.  and  Abroad,  2/0. 

TABLE    A.     [Revised.] 
(22  pp.,  8 
Dy  Shares. 


J22jpp.,  8vo.)    Regulations   for  Management  of  a  Company  Limited 

6cl.  net.     Post  free  U.K.  and  Abroad,  7d. 


TERMINAL    COST    ACCOUNTS. 

{See  Cost  Accounts,  p.  19.) 

THEATRE    ACCOUNTS. 

(Vol.  V  of  "The  Accountants'  Library"  Series,  q.v.)  (81  pp., 
8vo.)  By  W.  H.  Chantrey,  Chartered  Accountant.  This  work  sets 
out  the  system  of  Recording  the  Receipts  of  a  Theatre,  with  a 
Complete  Set  of  House  Returns,  and  also  details  the  method  of 
Checking  the  House  and  other  Receipts.  It  deals  with  the  Treasury 
and  other  Expenditure,  and  includes  a  Form  of  Weekly  Financial 
Statement  and  Treasury  Sheet.  Advance  Booking,  Library  Accounts, 
Provincial  Tours,  and  Authors'  Fees  are  also  dealt  with,  together  with 
the  consideration  of  Cost  of  Production  and  Depreciation,  with  an 
explanation  of  the  Depreciation  Table.  Notes  concerning  the  Revenue 
Account  and  Balance  Sheet,  and  the  Audit  are  included,  and  the  Api^ndix 
contains  Forms  of  Lord  Chamberlain's  Licences,  Agreements  with 
Artistes,  Authors,  and  Touring  Company,  a  pro  formd  Balance  Sheet 
and  Revenue  Account,  and  a  Depreciation  and  Sinking  Fund  Table  for 
100  years,  at  3  to  6  per  cent. 

3/6  net.    Post  free  U.K.  3/0 ;  Abroad,  3/10. 
*,*2nd  Edition  In  the  Press. 

TIMBER  MERCHANTS'  ACCOUNTS. 

(Vol.  XXXV  of  "Thb  Accountants'  Library"  Series,  f.r.)  (100 
pp.,  8vo.)  By  E.  E.  Smith,  Chartered  Accountant.  The  Accounts 
of  both  the  Wholesale  and  Retail  Businesses  are  dealt  with  in  this 
volume,  and  information  is  given  as  to  the  methods  necessary  to 
properly  record  the  transactions  of  a  firm  having  branches  at  various 
places.  3/6  net.    Post  free  U.K.  3/9 ;  Abroad,  3/1 0. 
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TIME    TABLES 

{See  Bankruptcy  and   Company  Time  Tables,  p.  11.) 

TRAMWAY  BOOKKEEPING  AND  ACCOUNTS. 

fVols.  XV  and  XLVIII  of  "The  Accountants'  Library"  Series,  j.w.) 
(282  pp.,  8vo.)  By  Donald  McCoil.  This  work  is  based  upon  the  very 
thorough   and  up-to-date  methods  in  operation  in   the  Glasgow  Cor- 

? oration  Tramways  Department,  and  will  be  of  considerable  service  to 
ramway  Officials  and  others  interested  in  Tramways,  both  here  and  in 
America.  The  entire  System  of  Accounting  is  clearly  and  fully  described, 
and  facsimiles  of  all  tue  Books  and  Forms  recommended  are  given. 
Synopsis :  Introductory  and  General — Traffic — Wages — General  Stores 
— Power  Stations — Depots — Works — Permanent  Way  and  Electrical 
Equipment  of  Track — Weekly  Revenue  and  Expenditure  Statement — 
General  Bookkeeping — Annual  Balance — Sinking  Fund,  Depreciation, 
Renewal,  and  Reserve  Funds— Insurances — Friendly  Societies — Super- 
annuation Fund — Valuation  for  Local  Assessments,  together  with  a 
Supplement  dealing  with  the  following : — Standardisation  of  Accounts 
— Disadvantages  of  Expenditure  Ledger  System — Numerical  List  of 
Accounts  —  Allocation  of  Wages — Allocation  of  Materials  —  Special 
Statistical  Items  suggested — List  of  Forms — Facsimiles  of  Books  and 
Forms — Index.  Net  price  (post  free  U.K.)  12/6  ;  Abroad,  13/2. 

The  Supplement  separately. 

2/6  net.     Post  free  U.K.  and  Abroad,  2/9> 

TRANSACTIONS     OF    THE    UNION    OF    CHARTERED 
ACCOUNTANT    STUDENT    SOCIETIES. 

{See  Union.  Ac.  p.  42.) 

TREATMENT      OF      FLUCTUATING      CURRENCY      IN 
ACCOUNTS. 

(60  pp.,  8vo.)  By  A.  E.  Cutforth,  A.C.A.  This  book  deals  as 
shortly  and  concisely  as  possible  with  this  particular  branch  of  the 
subject  of  Foreign  Exchange.  Simple  examples  have  been  used 
throughout  to  illustrate  the  detailed  explanations  given.  Among  the 
matters  discussed  in  relation  to  fluctuating  currency  are  :  Treatment  of 
Revenue  Receipts  and  Expenditure— Treatment  of  Capital  Expenditure 
— Current  Account  between  an  English  and  a  Foreign  Office — Valuation 
of  Floating  Assets  and  Liabilities — Treatment  of  Stores  Accounts — 
Differences  in  Exchange:  how  arising  and  how  dealt  with — Use  of 
"  Permutation  "  or  *'  Conversions  "  Account. 

2/6  net.     Post  free  U.K.  2/9  ;  Abroad,  2  10. 

TRIAL    BALANCE    BOOK,    THE    HANDY. 

7d.  net.     Post  free  U.K.  and  Abroad,  per  copy,   8d. 

Per  doz.,  6/-  net.     Abroad,  6/8. 

TRUSTEES,    LIQUIDATORS,    AND    RECEIVERS,    A 
CHART    OF    THE    RIGHTS    AND    DUTIES    OF. 

By  W.  R.  Willson,  B.  A.,  Barrister-at-Law.  A  Chart  of  the  Liabilities, 
Duties,  Powers,  Rights,  Appointment  and  Removal  of  Trustees  in 
Bankruptcy,  Compulsory.  Voluntary,  and  Supervision  Liquidations, 
Trustees  under  Deeds,  and  Receivers. 

1/-  net.    Post  free  U.K.  and  Abroad,  1/3. 
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TRUSTEES,    LIQUIDATORS,     AND     RECEIVERS,    THE 
ACCOUNTS    OF. 

(Vol.  XLI  of  "Thb  Accountants'  Library  "  Series,  q.v.)  (135 
pp..  8vo.)  By  S.  S.  Dawson,  M.Com.,  F.C.A.,  and  H.  R. 
Graves,  A.C.A.  This  Work  deals  fully  with  its  subject,  and 
will  be  found  of  the  greatest  use  to  all  Accountancy  Practitioners. 
It  deals  with  the  Accounts  of  Trustees  in  Bankruptcy,  under  Deeds  of 
Arrangement ;  Liquidators  in  Compulsory  Winding-up,  in  Voluntary 
Winding-up,  and  in  Winding-up  subject  to  the  supervision  of  the  Court ; 
"Pending"  Liquidations  and  Accounts  of  Receivers.  All  necessary 
Vorms  and  Examples  are  given,  together  with  an  exhaustive  Index. 

3/6  net.    Post  free  U.K.  3/0  ;  Abroad,  3/10. 


TRUSTEES,    LIQUIDATORS,    AND    RECEIVERS, 

THE    LAW    OF. 

(3rd  Ed.,  278  pp.,  8vo.)  By  W.  R.  Willson,  B.A.,  Barrister- 
at-Law.  A  succinct  statement  of  the  law,  as  established  by 
the  latest  statutes  and  decisions,  written  analytically  for  students 
reading  for  the  Examinations  of  the  Institute  of  Chartered  Accountants 
and  the  Society  of  Accountants  and  Auditors.  The  work  deals 
with  the  Appointment  and  Removal,  the  Rights,  Powers,  Duties,  and 
Liabilities  of  Trustees  in  Bankruptcy :  Trustees  under  Schemes  or 
Compositions  and  in  Administrations  of  Deceased  Insolvents :  Special 
Managers  in  Bankruptcy  :  Trustees  under  Private  Deeds  of  Arrange- 
ment :  Liquidators  in  Compulsory  Winding-up :  Provisional  Liquidators: 
Special  Managers  in  Winding-up :  Liquidators  in  Voluntary  Winding-up : 
Liquidators  in  Winding-up  under  Supervision :  Receivers  appointed 
by  the  Court:  Managers  and  Consignees:  Receivers  appointed  by 
Parties,  together  with  Abbreviations.  Definitions.  Index  to  Cases  cited. 
Appendix  of  Forms,  Time  Table,  and  Chart. 

Net  price  (post  free  U.K.)  10/0 ;  Abroad,  11/2. 
{See  also  Receiver  and  Managep  in  Possession,  p.  38.) 

UNDERWRITERS'     ACCOUNTS. 

(Vol.  XXII  of  •♦The  Accountants*  Library"  Series,  q.v.)  2nd  Ed., 
(100  pp.,  8vo.)  By  E.  E.  Spicer,  F.C.A.,  and  E.  C.  Pegler,  F.C.A. 
This  work  deals  somewhat  fully  with  the  general  principles  underlying 
the  business,  in  order  that  those  not  acquainted  with  Accounts  of  this 
nature  may  more  readily  Rrasp  the  system  laid  down ;  but  the  whole 
subject  has  necessarily  been  dealt  with  from  the  point  of  view  of 
Accounts.  Since  the  first  edition  of  this  book  was  published  the  system 
of  Account  keeping  at  Lloyd's  has  materially  altered  in  certain  respects, 
necessitating  a  thorough  revision  of  the  text.  The  general  adoption  of 
what  is  known  as  "  Syndicate  Form,"  which  involves  considerable 
difiiculties  from  an  Accountancy  point  of  view,  rendered  necessary  the 
addition  of  a  special  chapter  on  this  subject,  which  is  amply 
illustrated  by  specimen  forms  and  accounts. 

5/-  net.     Post  free  U.K.  B/3  ;  Abroad.  5/0. 

UNION     OF    CHARTERED    ACCOUNTANT    STUDENT 

SOCIETIES'    JOINT    TRANSACTIONS. 

(8vo.)  This  publication,  which  is  issued  annually,  contains  selected 
and  edited  Lectures  and  Essays  read  before  the  various  Chartered 
Accountant  Students'  Societies. 

The  issue  for  1913  (8vo.,  xvi.  +  484  pp.)  contains  the  following 
Lectures : — The  Principles  of  Auditing,  by  Ernest  C.  Pegler,  F.C.A. ; 
The  Audit  of  a  Public  Limited  Company,  by  M.  Webster 
Jenkinson,    F.C.A.;    Depreciation    of   Investments    and    Plant,    by 
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William  Schooling :  Fixed  and  Floating  Assets  in  Relation  to  Ascer- 
tainment of  Profits,  by  H.  Sydney  Ortmans,  A.C.A. ;  Some  Suggestions 
on  Stock  Accounts  and  Stocktaking,  by  Professor  Lawrence  R. 
Dicksee,  M.Com.,  F.C.A. ;  Goodwill :  Its  Nature  and  How  to  Value 
It  by  P.  D.  Leake,  F.C.A. ;  Hints  to  Accountants,  Liquidators  and 
Receivers  on  Office  and  Factory  Control,  by  Percy  G.  Clark;  The 
Organisation  of  an  Accountant's  Department,  by  A.  E.  Cutforth, 
AC.A. ;  Common  Sense  of  Accountancy,  by  A.  J.  Foster,  A.C.A. ; 
The  Chartered  Accountant  in  Some  Administrative  Capacities,  by 
Andrew  Binnie,  F.C.A.,  C.A. ;  The  Prevention  of  Fraud  in  Small 
Businesses,  by  *•  Arcanus"  ;  Profit  Sharing,  by  W.  T.  Bell,  A.C.A. ; 
Labour  Co-partnership  and  Labour  Unrest,  by  Theodore  Gregory, 
F  C  A.,  J.P.  ;  Some  Features  of  Local  Authorities'  Finance,  by 
F.'  Ogden  Whiteley,  A.S.A.A.  ;  The  I^w  Relating  to  Executors  and 
Administrators,  by  John  Watson,  LL.B.  (Lond.)  Solicitor;  Legal 
Personal-^i>resentatives :  Their  Duties  and  Liabilities,  by  G.  A. 
Baker  Esq.  ;  An  Epitome  of  the  Law  in  Connection  with  the  Relation- 
ship of  Principal  and  Agent,  by  Paul  E.  Sandlands  (Barrister-at-Law) ; 
Some  Notes  as  to  the  Rights  and  Duties  of  a  Trustee  in  Bankruptcy 
with  regard  to  Proofs,  by  John  Myers,  A.C.A.  ;  Some  Notes  on  Bills 
of  Sale,  by  George  A.  Baker  (Solicitor) ;  The  Sale  of  Goods  Act,  1893, 
by  H.  W.  Lyde  (Solicitor) ;  Partnership  Law,  by  W.  S.  M.  Beeby,  LL.B. 

Price  4/-  net.     Post  free  U.K.  4/4  ;  Abroad,  4/8. 

*,*  The  issues  for  1910,  1911  A  1912  can  still  be  obtained. 
URBAN    DISTRICT    COUNCILS'    ACCOUNTS. 

(Vol.  XLV  of  "The  Accountants'  Library  "  Series,  q.v.)  (140 PP*. 
8vo.)  By  F.  S.  Ecicersiey.  This  work  provides  a  complete  practical 
manual  illustrative  of  the  method  of  keeping  the  Accounts  of  Local 
Authorities  on  the  basis  of  Income  and  Expenditure,  for  the  use 
of  Clerks  and  Accountants  to  Urban  District  Councils.  The  book  will 
also  be  found  useful  to  Clerks  to  Rural  District  Councils,  Assistant  Over- 
seers, Rate  Collectors,  and  other  Financial  Officers,  to  members  of  Local 
Authorities  interested  in  financial  matters  aflfecting  local  government, 
and  to  students  of  municipal  finance.  Synopsis  :  Introduction— General 
District  Revenue,  Income— General  District  Revenue,  Expenditure- 
Income  from  Loans  and  Capital  Outlay— Private  Street  Works  Accounts 
—Income  from  and  Expenditure  in  connection  with  Reproductive 
Undertakings— Education  Accounts— Audit  and  General— Financial 
Administration,  together  with  56  Forms,  Appendix  and  Index. 

5/-  net.     Post  free  U.K.  5/4  ;  Abroad,  5/7. 


VADE  MECUM,  ACCOUNTANT'S  AND  BOOK- 
KEEPER'S. 

(234  pp..  8vo.)  By  Q.  E.  Stuart  Whatiey,  Second 
Edition  by  R.  N.  Carter.  M.Com..  F.C.A.  This  Work  con- 
sists of  a  Series  of  practical  Articles  upon  Capital  and  Revenue 
Expenditure,  Revenue  Accounts,  Deficiency  Accounts,  Statements 
of  Aflfairs,  Renewals  and  Depreciation,  The  Double  Account 
System.  Reserve  and  Sinking  Funds,  Adjustment  of  Partnership 
Accounts,  Joint  Stock  Companies'  Accounts,  Tabular  Bookkeeping. 
Amalgamations,  Hotel  and  Theatre  Accounts,  and  other  matters  not 
generally  dealt  with  in  existing  works  on  Bookkeeping,  together  with 
useful  Forms  and  Directions  and  numerous  pro  formd  Accounts. 

Net    price    (post    free    U.K.)    7/6:  Abroad,  8/1. 
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WATER    COMPANIES'    ACCOUNTS. 

(Vol.  XIX  of  *•  Thk  Accountants'  Library  "  Series,  q.v.)  (8o  pp., 
8vo.J  By  F.  Key,  Incorporated  Accountant.  The  complete  system  of 
Bookkeeping  advocated  is  illustrated  by  full  pro  formd  Accounts. 
Synopsis:  Introduction.  Chapter  I. — Meter  and  General  Rent  Ledgers 
and  books  subsidiary  thereto.  Chapter  II. — The  Collection  of  the 
Company's  Rents  and  the  internal  check  thereon.  Chapter  III. — 
The  Stores  Department:  Intake  and  Delivery.  Chapter  IV. — The 
Principal  Financial  Books ;  Capital  and  Revenue ;  Audit.  Chapter 
V.  —  Miscellaneous  Books;  Conclusion.  Appendices  :— Accounts 
of  the  Hillside  Water  Company  ;  Trial  Balance  ;  Revenue  and  Capital 
Accounts  and  Balance  Sheet;  Extracts  from  Acts  of  Parliament 
pertaining  to  Water  Companies'  Accounts.    Index. 

3/6  net.     Post  free  U.K.  3/0  ;  Abroad,  3/10. 

WEST    AFRICAN     GOLD     MINING     ACCOUNTS. 

(134  PpM  8vo.)  By  Fred  J,  Lock,  A.S.A.A.  This  practical  guide 
tor  the  introduction  and  working  of  a  system  of  accounts  suitable  for  a 
gold  mine  in  West  Africa  is  the  result  of  the  many  years'  experience 
the  Author  had  as  Chief  Accountant  on  some  of  the  largest  gold  mines 
of  that  country.  In  carrying  out  the  duties  which  devolve  upon  an 
Accountant  on  a  mine,  the  need  is  often  felt  of  a  book  of  reference 
giving  some  concise  and  workable  system  of  accounts,  suitable  for 
either  large  or  small  undertakings,  and  this  book  will,  it  is  hoped, 
prove  of  value  to  mine  managers  and  accountants,  and  those  whose 
business  brings  them  into  contact  with  mining  companies.  The  work 
is  freely  illustrated  with  Forms  distributed  throughout  the  text,  and 
deals  with  the  engagement  of  Workmen  and  Conditions  of  Service,  &c., 
Allocation  Lists,  Time-keeping.  Stores,  the  General  Bookkeeping  and 
Final  Accounts,  Record  Books,  Returns,  &c..  and  the  Head  Office 
Books.  The  Forms  have  for  the  most  part  been  put  to  the  test  by 
actual  use  on  the  West  African  Goldfields 

• 

5/-  net.     Post  free  U.K.  5/3  ;  Abroad  5/0. 
WINE    AND    SPIRIT    MERCHANTS'    ACCOUNTS. 

(Vol.  XXXII  of  "The  Accountants'  Library"  Series,  q.v.)  (190 
pp.,  8vo.)  By  A.  Sabin.  This  book  describes  a  complete  system  of 
Accounts  on  a  thoroughly  practical  basis,  suitable  for  a  small  Country 
Business,  or  one  with  a  large  Town  connection.  The  transactions 
of  the  "  Universal  Wine  and  Spirit  Company"  are  followed  in  detail 
from  the  receipt  of  an  Order  to  the  appropriation  of  the  Profits  in 
the  Partners'  Balance  Sheet.  The  system  is  a  simple  one,  and  the 
books  self-balancing.  The  technical  information  given,  with  the 
Customs  and  Excise  Regulations  and  Duties,  and  Licences  payable  in 
dealing  with  Wines  and  Spirits,  will  be  found  useful. 

5/-  net.    Post  free  U.K.  5/4  ;  Abroad,  5/8. 
WOOLLEN    ACCOUNTS. 

(Vol.  XLIII  of  ••The  Accountants'  Library"  Series,  ^. v.)  (76  pp., 
8vo.)  By  J.  Mackie.  A  complete  System  of  Bookkeeping  for 
Woollen  and  other  Warehousemen.  Describes  fully  the  necessary 
Books  and  Forms  for  the  Warehouse  and  the  Counting  House, 
together  with  the  Statistical  Books. 

3/6  net.    Post  free  U.K.  3/0  ;  Abroad,  3/10. 
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A    LIST   OF  THE   VOLUMES   OF  THE 

ACCOUNTANTS'    LIBRARY. 


Fop  Subscription  Rates  see  page  48. 


A    SERIES  of  51   Handbooks,  each  separate  volume  of  which  deals 
with  a  system  of  Bookkeeping  suitable  for  the  particular  business 
described,  together  with  a  complete  set  of  pro  formd  Accounts.     Demy  8vo 
size,  uniformly  bound  in  cloth,  gold  lettered. 


I.— BANK  BOOKKEEPING  AND  ACCOUNTS. 

3rd  Ed.    (Meelboom  &  Hannafopd.)     {See  p.  10.) 

5/-  net.    Post  free  U.K.  5/4  :  Abroad.  5/8. 

II.— AUCTIONEERS'     ACCOUNTS. 

2nd  Ed.     (Dicksee.)     {See  p.  8.) 

3/6  net.     Post  free  U.K.  3/9  :  Abroad,  3/10. 

III.- BUILDERS'     ACCOUNTS. 

3rd  Ed.     (Walbank.)     {See  p.  15.) 

3/6  net.     Post  free  U.K.  3/9  ;  Abroad,  3/10. 

'IV.— AGRICULTURAL     ACCOUNTS     AND     INCOME    TAX. 

2nd  Ed.     (Meats.)     {See  p.  8.) 

5/-  net.     Post  free  U.K.  5/4:  Abroad,  5/7. 

v.— THEATRE     ACCOUNTS. 

(Chantrey.)     {See  p.  40.) 

3/6  net.     Post  free  U.K.  3/9  :  Abroad,  3/10. 


•  • 


New    Edition    in    the    Press. 


VI.— CO-OPERATIVE     SOCIETIES'     ACCOUNTS. 

2nd  Ed.    (Sugden.)    {See  p.  18.) 

5/-  net.     Post  free  U.K.  5/3  ;  Abroad,  5/6. 

VII.— GAS     ACCOUNTS. 

2nd  Ed.     (The  Editor.)     {See  p.  26.) 

5/-  net.    Post  free  U.K.  5/4  ;  Abroad,  5/r. 

VIII.— MINERAL  WATER  MANUFACTURERS'  ACCOUNTS: 

(Lund  &  Richardson.)     {See  p.  32.) 

3/6  net.     Post  free  U.K.  3/9  ;  Abroad,  3/10. 

IX.— STOCKBROKERS'     ACCOUNTS. 

2nd  Ed.     (Callaway.)     {See  p.  39.) 

3/6  net.   Post  fret  U.K.  3/9  :  Abroad.  3/1 0. 

X.— GRAIN,     FLOUR,     HAY.     AND      SEED      MERCHANTS' 
ACCOUNTS. 

(Johnson.)    {See  p.  27.) 

3/6  net.     Post  free  U.K.  3/9  ;  Abroad.  3/10. 
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XI.— POLYTECHNIC     ACCaUNTS. 

(Marshall.)    (S«  p.  36.)  ^  ^,.^ 

3/6  net.     Post  free  U.K.  3/9  :  Abroad.  3/10. 

XII.— SOLICITORS'     ACCOUNTS. 

and  Ed.    (DIcksee.)    (See  p.  39.) 

3/6  net.     Pcv;t  free  U.K.  3/0  :  Abroad,  3/1 0. 

Xill.-PAWNBROKERS'     ACCOUNTS. 

(Thornton  A  May.i    (5«  p.  35  )  .^      ^  «,.^ 

3/6  net     Post  free  U.K.  3/0;  Abroad,  3/10. 

XIV.— ENGINEERS'     AND     SHIPBUILDERS'     ACCOUNTS. 

2nd  Ed.     (Burton.)     {See  p.  22.) 

3/6  net.     Post  free  U.K.  3/0  ;  Abroad.  3/10. 

XV.— TRAMWAY     ACCOUNTS. 

(McColl.)     (See  p.  41.) 

Net  price  (post  free)  U.K.  10/6  ;   Abroad,  11/2. 

XVI.— AUSTRALIAN     MINING     COMPANIES'     ACCOUNTS. 

(Qodden  A  Robertson.)    (S«  p.  10.)  ,  ^..^ 

3/6  net.     Post  free  U.K.  3/0  :  Abrcaa,  3/10. 

XVII.- PRINTERS'    ACCOUNTS. 

(Lakln-Smlth.)    (Sw  p.  36.)  .,.      ^  «.,.^ 

3/6  net.    Post  free  U.K.  3/0;  Abroad,  3/10. 

XVIII.-  MEDICAL     PRACTITIONERS'     ACCOUNTS. 

(May.)    (^**  P-^32  j^      ^^^^  ^^^  ^^  ^^^  _  Abroad.  3/10. 

XIX.-WATER     COMPANIES'     ACCOUNTS. 

(Key.)     (See  P^  4^0^^     ^^^^  ^^^  ^^  3^^  .  ^^^^^^   3^,^ 

XX.-FISHING     INDUSTRY     ACCOUNTS. 

(Williamson.)    (S«  p.  25.) 

3/6  net.    Post  free  U.K.  3/0  ;  Abroad,  3/10. 

XXI.-MUNICIPAL     ACCOUNTS 

and  Ed.    (Allcock.)     (S«p.34),   „        ,        »^       .    ,.,« 
Net  price  (post  free)  U.K.  10/6;   Abroad.  11/2. 

XXII.-UNDERWRITERS'     ACCOUNTS. 

and  Ed.     (Spicer  A  Pegler.)     S^«  p.  42-)  ,    ..^ 

5/.  net.    Post  free  U.K.  5/3;  Abroad,  5/6. 

XXIII.-JEWELLERS'    ACCOUNTS. 

(Allen  Edwards.)      (Seej-  3o  ) 

5/-  net.     Post  free  U.K.  5/4 ;  Abroad,  5/8. 

XXIV.— MULTIPLE-SHOP     ACCOUNTS. 

(Hazellp.)    (|^^P^^33.)p^^^  ^^^  ^  ^^  3^^^  .  ^^^^^  ^^^^ 

XXV.— BUILDING     SOCIETIES'     ACCOUNTS. 

(Grant-Smith.)    (Swp.is) 

3/6  net.    Post  free  U.K.  3/0  ;  Abroad,  3/10. 

XXVI  -DEPRECIATION.  RESERVES.  AND  RESERVE  FUNDS. 

3rd  Ed.     (DIcksee.)    (Swp.  21.) 

3/6  net.     Post  free  U.K.  3/0  :  Abroad.  3/10. 

XXVII.— QUARRY     ACCOUNTS. 

(Ibotson.)    (S^.|. J.)  p^^^  ^^^^  ^  ^  3,^ .  ^^^^^^  3^^^^ 
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XXVIII.— FRIENDLY     SOCIETIES'     ACCOUNTS. 

(Furnival  Jones.)    (Su  p.  26.) 

5/-  net.    Post  free  U.K.  5/4  ;  Abroad.  5/8. 

XXIX.— ELECTRIC     LIGHTING     ACCOUNTS. 

2nd  Ed.     (Johnson.)    (See  p.  22.) 

Net  price  (post  free)  U  K.  7/6  ;  Abroad,  8/2. 

XXX.— FRAUD     IN     ACCOUNTS. 

2nd  Ed.    (Editor.)    (See  p.  25.) 

3/6  net.     Post  free  U.K.  3/0  ;  Abroad,  3/10. 

XXXI.— DRAPERS'     ACCOUNTS. 

2nd  Ed.    (Richardson.)    (5^«p.  21.) 

5/-  net.     Post  free  U.K.  5/4  ;  Abroad,  5/8. 

XXXIi.— WINE     MERCHANTS'     ACCOUNTS. 

(Sabin.)    (See  p.   44.) 

5/-  net.    Post  free  U  K.  5/4  ;  Abroad,  5/8. 

XXXIII.— DAIRY     ACCOUNTS. 

(Rowland.)     [See  p.  20.) 

3/6  net.     Post  free  U.K.  3/0     Abroad,  3/10. 

XXXIV.— BRICKMAKERS'     ACCOUNTS. 

(Fox.)    (Su  p.  15.) 

3/6  net.     Post  free  U.K.  3/0 ;  Abroad,  3/11. 

XXXV.— TIMBER     MERCHANTS'     ACCOUNTS. 

(Smith.)     (See  p.  40.) 

3/6  net.     Post  free  U.K.  3/0  ;  Abroad.  3/10. 

XXXVI.— INSURANCE     COMPANIES'     ACCOUNTS. 

(Tyler.)    (Su  p.  29.) 

Net  price  (post  free)  U.K.  10/6  ;  Abroad,  11/2. 

XXXVII.— HOTEL     ACCOUNTS. 

2nd  Ed.    (Dicksee.)    (Su  d.  27.) 

3/6  net.     Post  free  U.K.  3/0  ;  Abroad,  3/1 0. 

XXXVIII.— LAUNDRY     ACCOUNTS. 

(Livesey.)     (Sup.  11.) 

3/6  net.     Post  free  U.K.  3/0  ;  Abroad.  3/10. 

XXXIX.— COTTON     SPINNERS'     ACCOUNTS. 

(Moss.)     (Su  p.  20.) 

5/-  net.     Post  free  U.K.  5/4  ;  Abroad,  5/7. 

XL.— SHIPPING     ACCOUNTS. 

(Daly.)    (Swp.  39.) 

3/6  net.     Post  free  U.K.  3/0  ;  Abroad.  3/10. 

XLI.— TRUSTEES',        LIQUIDATORS',        AND        RECEIVERS' 
ACCOUNTS. 

(Dawson.)    (Su  p.  42.) 

3/6  net.    Post  free  U.K.  3/0  ;  Abroad,  3/10. 

XLII.— MULTIPLE-COST     ACCOUNTS. 

(Garry.)     (Su^.  19.) 

3/6  net.    Post  free  U.K.  3,0  ;  Abroad,  3JO. 
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XLIIl— WOOLLEN,     *C..     ACCOUNTS. 

(Macm..)     (&M.J4.)  p^^^  j^  y^  3^^ .  ^^^^  3„o_ 

XLIV.— BREWERS'     AND     BOTTLERS'     ACCOUNTS. 

(Lanham.)  ^^^^"^^'*^,  i,„^  „.«.  ,0/6;  Abro«l.  Il/a. 

XLV— URBAN     DISTRICT    COUNCILS'     ACCOUNTS. 

5/.  net.    Post  free  U.K.  5/4  ;  Abroad,  6/7. 

XLVI.— TERMINAL  COST  ACCOUNTS. 

(N..bet.)    (S«P.^9.)  p^^^  ^^^  ^^  3^^.  ^j,„^^  3„o_ 

XLVII.— SINGLE    COST    ACCOUNTS. 

(Mitchell.)    (See  p.  19  )  tt  v   -/^  .  ak-^^h   w/t 

5/-  net.    Post  free  U.K.  5/4 ;  Abroad,  5/7. 

VI VIII —TRAMWAY  BOOKKEEPING  AND  ACCOUNTS 

XLVIII.-TRAMWAT  ^^^^^^^  (a  Supplement  to  Vol,  XV).   (See  p.  41) 

(McColl.)  ^^^  ^^^    p^^^  j^  y  j^  2^^  .  ^^^^   2^^ 

XLIX.— PROCESS    COST     ACCOUNTS. 

(Garnr.)     (^'^Pj^S.]^.     Post  free  U.K.  5/4  ;  Abroad.  5/7. 

L.— BAKERS'     ACCOUNTS. 

(Meflfliaon.)    (^^^  P;^;°  ),,3,  ,,^  ^.K.  5/4  ;  Abroad.  5/7. 

LI.— COLLIERY     ACCOUNTS. 

(Mann.)    (See  p^^i6.)^     ^^^^  ^^^  ^^  ^^^  .  ^^^^^  ^^^^ 


SUBSCRIPTION     RATES. 

To  Subscribers  to  20   or  more  volumes  at  a  time  these  are 
published  at  the  following   special   subscription   rates  ^- 


PUBLISHBD   PRICE. 
3/6 

5/- 

7/6 

10/6 


SUBSCRIPTION    PRICE. 

2/6 
3/9 
5/- 
7/6 


The  subscription  prices,  CARRIAGE  PAID,  are  as  follows  :- 

UNITED   KINGDOM.     ABROAD. 

j^     8     d        £     «    d 

Volumes  I.  to  XX f    f    ?        5  19    O 

volumes  XXL  to  LI Ill        llo 

Volumes  I.  to  LI 99^^^ 

Singi*  copl«s  of  any  volum.  may  !>•  obtalnad  at  tha  ordinary  rataa. 

as  datallad  abova. 


ACCOUNTANCY     PUBLICATIONS. 


Secretary 


CONTAINING    (\    FULL    DESCRIPTION    OF    THE    DUTIES 
OF     f     COMPANY-SECRETARY.     TOGETHER     WITH      flN 

APPENDIX    OP      FORMS      AND      PREeEDEIVTS 

ALSO 

e    SUMMARY    OF    THE     COMPANIES    fICT    1900    flND 
THE    FORMS    RELATING    THERETO. 

BY   W.    H.    FOX,    CHARTERED  ACCOUNTANT. 


'VERY  possible  Form  and  Precedent  In  relation  to  Company 

Work  is  to  be  found   in  this  Volume,  which  is  justly 

entitled  to  rank  as  the  Standard  Work  on  Company  Procedure. 
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STEVENS  &  HAYNES' 

List  of  Law  Books  used  at  the  Examinations 
of  Chartered  Accountants. 


Eighth  Edition,  8vo,  price  8s.,  cloth. 

MITH'S  SUMMARY  of  the  LAW  of  COMPANIES; 

containing     the     COMPANIES     ACT,     1900.      Eighth    Edition.      By 
T.   EUSTACE  SMITH,  Barrister-at-Law. 

Second  Edition,  in  8vo.  price  7s.  6d.,  cloth. 

THE    LAW    OF    NEGOTIARI  F    RFHIIRITIES.      Six 
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Third  Edition.     170  pages.    Demy  8vo.  Price  3/6  net. 


E(D)(D)Iklkee]p)n]]iii 

FOR    COMPANY   -^^^^^ 
SECRETARIES 


R.    DICKSBB, 


'THIS  Work  (which  is  founded  upon  a  course  of 
lectures  delivered  under  the  auspices  of  the 
Council  of  the  Institute  of  Secretaries)  deals  very 
fully  with  those  questions  in  relation  to  Book- 
keeping, a  knowledge  of  which  is  essential  upon 
the  part  of  every  Company  Secretary.  It  will, 
therefore,  be  found  of  the  greatest  value  to  all  who 
occupy— or  expect  to  occupy — that  position,  and 
also  to  all  Accountant  Students. 
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London,  E.C. 
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Name 

Address 


{^SH   CU^^IT'     FEB15  1S95      ^W2319?P 


STEVENS  &  HAYNES' 

List  of  Law  Books  used  at  the  Examinations 
of  Chartered  Accountants. 


Eighth  Edition,  8vo,  price  8s.,  cloth. 

MITH'S  SUMMARY  of  the  LAW  of  COMPANIES; 

containing     the     COMPANIES     ACT,     1900.     Eighth    Edition.     By 
T.  EUSTACE  SMITH,  Barrister-at-Law. 

Second  Edition,  in  8vo.  price  7s.  6d.,  cloth. 

THE    LAW    OF    NEGOTIABLE    SECURITIES.      Six 
Lectures  delivered  at  the  request  of  the  Council  of  Legal  Education. 
By  WILLIAM  WILLIS,  one  of  His  Majesty's  Counsel. 

"  We  heartily  commend  this  book,  not  only  to  the  student,  but  to 
everybody." — The  Accountant. 

Tenth  Edition,  8vo,  price  20s.,  cloth. 

PRINCIPLES    OF    THE    COMMON     LAW.— Intended 

■  for  tbf  use  of  Students  and  the  Profession.     By  JOHN  INDERMAUR, 

Solicitor. 

Third  Edition,  royal  8vo,  price  38s.,  cloth. 

THE  LAW  OF  CORPORATIONS  AND  COMPANIES. 

■  — A  Treatise  on  the  Doctrine  of  ULTRA  VIRES.  Being  an  Investiga- 
tion of  the  Principles  which  limit  the  Capacities,  Powers,  and  Liabilities  of 
Corporations,  and  more  especially  of  Joint-Stock  Companies.  By  SEWARD 
BRICE,  M.A.,  LL.D.,  of  ths  Inner  Temple,  one  of  Her  Majesty's  Counsel. 

Third  Edition,  8vo,  price  21s.,  cloth. 

A  COMPENDIUM  OF  THE  LAW  RELATING  TO 
EXECUTORS  AND  ADMINISTRATORS,  with  an  Appendix  of 
Statutes,  annotated  by  means  of  references  to  the  Text.  By  W.  GREGORY 
WALKER,  B.A.,  and  E.  J.  ELGOOD,  B.C.L.  and  M.A.,  of  Lincoln's  Inn, 
Barristers-at-Law. 

Ninth  Edition,  8vo,  price  los.  6d.,  cloth. 

RINGWOOD'S  PRINCIPLES  OF  THE  LAW  OF 
BANKRUPTCY  ;  Embodying  the  Bankruptcy  Acts  1883  and  1890;  part 
of  the  Debtor's  Act,  1869;  the  Bankruptcy  Appeals  (County  Courts)  Act,  1884. 
With  an  Appendix  containing  Schedules  to  the  Bankruptcy  Act,  1883 ;  the 
Bankruptcy  Rules,  1 886  and  1890,  &C.&C.  Ninth  Edition.  By  R.  RINGWOOD. 
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